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Medi cal Research and Materiel Command
Per sonnel Denonstration Project (PDP)

The purpose of this training package is to provide you

i nformati on on the PDP personnel system This system has been
desi gned for covered enpl oyees of the Medi cal Research and
Materiel Command. This system was devel oped under the
authority of the National Defense Authorization Act, Public Law
103-337 dated Cctober 5, 1994. This scripted package w ||
provi de you an overview of all the interventions included in
this Personnel Denonstration Project, in particular, those
which will affect your pay, career progression, and retention.

If you desire nore detailed informati on than what is presented
here, please refer to your copy of the Federal Register Vol

63, No. 41, dated March 3, 1998, or contact the follow ng

I ndi vi dual s:

Ms. Carol Dick

e-mail: carol.di ck@nedd. army. m |
phone: 301-619-2247

f ax: 301- 619- 2465

Ms. Ellen Bronfield

e-mail: ellen.bronfield@nedd. arnmy. ml
phone: 301-619-3367

f ax: 301-619- 2465

Ms. Donna Sni der

e-mai | : donna. sni der @nedd. arnmy. m |
phone: 301-619- 3356

f ax: 301- 619- 2465
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| nt roducti on

* Purpose

e Sponsorship
 Changes Required
* Expected Benefits

The Personnel Denonstration Project (PDP) is one of 16 Arny
per sonnel denonstrations being i npl enented. VW& are at the forefront with
an experinental personnel systemthat has been designed for specific
needs and cultures of the US A ny Mdical Research and Materi el
Command (USAMRMD).  The purpose of the project is to build and sustain
the best workforce for the USAMRMC through facilitation of workforce
adj ustnents consi stent w th mssion changes and through greater
nmanagenent flexibility in performance of personnel functions while,
expandi ng opportunities avail abl e to enpl oyees through a nore responsi ve
and fl exi bl e personnel system

The foundations of this project are based on |inking perfornance
to pay, sinplifying paperwork in processing classification and ot her
personnel actions; enphasi zi ng partnershi ps anong nmanagenent, enpl oyees
and uni on; and del egating classification and other authorities to |ine
nanager s.

This project is under the joint sponsorship of the Assistant
Secretary of the Arny for Research, Devel opnent and Acquisition and the
Assistant Secretary of the Arny for Manpower and Reserve Affairs. The
Commander, U S Arny Medical Coomand (MEDOOV), w il execute and nanage
the project. Athough this project has no legislated tine limt, a self
I nposed naj or evaluation wll take place in five years.

This project is expected to denonstrate that a human resource
systemtailored to the mssion and requirenments of the USAMRMC wi | |
result in: (a) increased quality in the total workforce and the
products they produce; (b) increased tineliness of key personnel
processes; (c) increased retention of high quality enpl oyees and
I ncreased non-retention of poor quality enpl oyees; and (d) increased
satisfaction wth the USAMRMC and its products by all custoners served.

USAMRMC activities that contain PDP enpl oyees w Il receive
personnel services fromthe Avilian Personnel Advisory Center (CPAQ
| ocated at Fort Detrick, Maryland and the Northeast dvilian Personnel
Qperations Center (NECPQD) |ocated at Aberdeen Proving G ound, Mryl and.



| nt roducti on

REFERENCES:

(a) National Defense Authorization Act, Public Law 103-337,
Cct ober 5, 1994.
(b) Federal Register Vol. 63, No. 41, March 3, 1998.
(c) Title 5, United States Code (5 U. S.C)
(d) Title 5, Code of Federal Regulations (5 C.F.R)
(e) Ofice of Personnel Managenent (OPM Handbook of Occupati onal
Groups and Series
OPM Position O assification Standards
DoD Directive 5500. 7R, Standards of Conduct
DoD 5000. 52M Acqui siti on Career Devel opnent Program
Sci ence and Technol ogy (S&T) Reinvention Laboratory Policy 97-
1, Classification, Recruitnment and Pay Policy for Positions
that Exceed GS-15 C assification Equival ency, dated March 17,
1998
(j) OPM Qualification Standards Handbook for General Schedul e
Posi ti ons
(k) Arny Regulation (AR) 672-20, Decorations, Awards and Honor
I ncentive Awards

NN NN
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The above references reflect the personnel regul ations and
| aws used in devel oping the personnel portion of the project.
These are available for review, in the Cvilian Personnel
Advi sory Center, Building 810, Fort Detrick, by contacting your
activity point of contact or by request of the individuals
listed in the front of this manual.

Item(a) is the law that authorized this personnel
denonstration project. Item (i) is the Arnmy Policy on the new
policies governing positions that exceed GS-15 in payband V of
t he Engi neers and Scientists Cccupational Family. DoD has been
al | ocated 40 of these positions. Item (b) is the final
Federal Register Notice which gives approval for the personnel
denonstration project.



Proj ect Coverage

* Included:
- Al USAMRMC GS civilian appropriated fund enpl oyees
[0 Conpetitive Service
[0 Excepted Service
- Interns

— Personnel added to USAMRMC in |ike positions will be
converted to the PDP

Per sonnel added to the USAMRMC in |i ke positions covered
by the project (either through appointnent, pronotion,
reassi gnment, change to | ower grade or where their functions
and positions have been transferred into USAMRMC) will be
converted into the project.



Cover age

Excl uded:

Scientific and Techni cal Enpl oyees (ST)
Seni or Executive Service Enpl oyees (SES)
Federal Wage System Enpl oyees

Civilian Intelligence Personnel Managenent
Enpl oyees (Cl PMVbB)

Enpl oyees on Tenporary Appoi ntments

System




Experi nentati on and
Revi si on

e Many Aspects of the Project Are Experinental.

e The USAMRMC May Make M nor Modification Wthout Further Notice
changes.

e Major Changes WII| Be Published in the Federal Register.

Many aspects of a denonstration project are experinental.
Modi fications may be made fromtine to time as experience is
gai ned, results are anal yzed, and concl usions are reached on
how t he systemis working. The USAVRMC will make m nor
nodi fications, such as changes in the occupational series in an
occupational famly w thout further notice. Mjor changes,
such as a change in the nunber of occupational famlies, wll
be published in the Federal Register



Per sonnel Managenent Board

« Established Decenber 1997

COMPCSI TI ON:

e Chairperson: Chief of Staff, USAVRMC

* Voting Menbers:
Chi ef of Staff, USAVRMC
Commander, USAARL
Commander, USAHFPA
Commander, USAI SR
Commander, USAMVA
Conmmander, USAMRI | D
Commander, USARI EM
Conmander, WRAIR
Di rector, USAVRAA
Director, USAMVDA




Per sonnel Managenent Board

COMPCSI TI ON:

* Non-Voting Advisory Menbers:
Equal Enpl oynent Qpportunity O ficer
DCS - Comptroller
DCS - Personnel
LQ P Program Coor di nat or
Per sonnel Denonstration Project Manager
« USAM SSA Director

« USAMRI CD Commmnder

» Career Program Managers wll be invited as the need
ari ses.

The USAMRMC Commanders/Directors will del egate nmanagenent
and oversight of the denp project in their respective
activities through a Personnel Managenent Board (PMB) whose
menbers, Chairperson, and staff will be appointed by the
Commander, USAMRMC. The Personnel Denonstration Project
Manager, the Equal Enploynment Qpportunity O ficer, and the LQP
Program Coordi nator will have pernmanent nenbership on the PMVB
and wi |l serve as advisors/consultants. The establishnment of
the Board will not affect the authority of any managenent
official in the exercise of their nanagenent rights.



Per sonnel Managenent Board

RESPONSI BI LI TI ES:

The Board is responsible for:

(1) Ensuring personnel policies are in conpliance
with USAVRMC initiatives.

(2) Developing and recommendi ng to the Commander,
USAMRMC, procedures to be utilized under the Personnel
Denonstration Project authority, including notivating

wor kf orce support and participation in USAVRMC
initiatives.

(3) Preview ng operation of pay pools, including
standards and performance ratings, for fairness and
equity purposes.
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Per sonnel Managenent Board

RESPONSI BI LI TI ES:

The Board will provide guidance and clarification in
managenent of the Personnel Denonstration, as foll ows:

(1) Managi ng the Personnel Denonstration pay pools,
i ncludi ng: guidance to pay pool nanagers; resolving
di sputes in pay pool issues, and overseeing the civilian
pay budget.

(2) Review ng and approving recommended hiring and
pronotion sal ari es.

(3) Conducting review and oversi ght of specialty
code devel opnent .

(4) Developing and recommendi ng to the USAMRMC naj or
changes in organi zational structure and staffing.

(5) Assessing the need for changes to procedures and
pol i cies.

(6) Ensuring in-house budget discipline.

11




Per sonnel Managenent Board

RESPONSI BI LI TI ES:

The Personnel Denonstration Project Manager will
serve as the Executive Secretary to the Board.

12




Per sonnel Managenent Board

* Method of Operation

» All Actions Taken by the Board Will Be by
Consensus.

It is understood by the USAMRMC’s management officials,
Personnel Demonstration Project Manager, the EEO Officer, and
the LQIP Program Coordinator that the PMB will operate on a
consensus basis where consensus is defined basically as
agreement by all parties involved in any Board decision or
action. Consensus occurs only after deliberation and
discussion of pros and cons of the issues, and when all (not a
majority) of the members are in agreement. Each member of the
PMB must be satisfied as to the ultimate course of action to be
taken. Likewise, every member of the PMB will have access to
the same information on any issue brought before the PMB.

13



Position Cl assification

* Demo position classification system
» Delegated Classification Authority
* Documenting classification decisions

» Classification appeals

The personnel deno inproves the current General Schedul e
classification system which has been viewed as overly conpl ex
and specialized, and hampers the manager’s ability to shape the
workforce and match the positions while making the best
utilization of employees. Under the demo, managers are given
local control of positions and their classification to move
both employees and vacancies within their organization. The
demo position classification system is designed to better meet
the manager’s needs.

14



Posi tion
Cl assification System

* Cccupational Famlies
» Paybands

* Benchmark Position Descriptions

The deno project position classification system conbines
OPM CGeneral Schedule (GS) occupational series and grade |evels
into broad occupational famlies and paybands. Benchnark
position descriptions are used to docunent position
classification decisions in all occupational famlies and
paybands except those bands covering positions that exceed the
GS-15 level. Positions that exceed the GS-15 | evel will be
classified in accordance with S&T Rei nvention Laboratory Policy
97-1, Cassification, Recruitnent and Pay Policy for Positions
that Exceed GS-15 O assification Equival ency.

15



Cccupational Famlies

* Engi neers and Scientists (DB)
e« E & S Technicians (DE)

* Adm nistrative (DJ)

e Ceneral Support (DK)

Cccupational Famly is a broad cl assification category containi ng
groups of occupations which are sufficiently alike to warrant siml ar
treatnent in personnel and pay admnistration. There are four
occupational famlies in the deno project:

Engi neers and Scientists: This occupational famly includes all
techni cal professional positions, such as positions in the biol ogical,
physi cal and soci al sciences, nedical, veterinary, nathenatical, and
engineering fields. Qdinarily, specific course work or educati onal
degrees are required for these occupations. Positions in this
occupational famly are coded DB. (For detailed list see page 17).

E&S Techni cians: This occupational famly contains specialized
functions in fields that provide direct technical support to the
scientific/engineering effort. Positions in these occupati ons nay or nay
not require conpletion of formal college course work. However, training
and skills in the various specialties are generally required. Positions in
this occupational famly are coded DE (For detailed |ist see page 18).

Admnistrative: This occupational famly contains specialized
functions in such fields as managenent anal ysis, accounting, budgeting,
contracting, purchasing, |egal, business and industry, library, quality
assurance, and supply nmanagenent. Special skills in admnistrative
fields or special degrees are required. Positions in this occupational
famly are coded DJ. (For detailed |ist see pages 19-20).

General Support: This occupational famly is conposed of
posi tions requiring special skills and know edges, such as typing,
shorthand, or office automation skills, and job rel ated experience.
Qerical work usually invol ves the processing and nai nt enance of
records. Assistant work requires know edge of nethods and procedur es
wthin a specific admnistrative area. Support functions include
posi tions such as secretary, nmail clerk, nedical clerk, accounting
techni cian and supply technician. Positions in this occupational famly
are coded DK (For detailed |ist see page 21).
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Occupational Series by Cccupational Famly:

DB - Engineers & Scientists
0101 Soci al Science

0180 Psychol ogy

0190 Ant hr opol ogy

0401 Bi ol ogy

0403 M crobi ol ogy

0405 Phar macol ogy

0408 Ecol ogy

0410 Zool ogy

0413 Physi ol ogy

0414 Ent onol ogy

0415 Toxi col ogy

0440 Cenetics

0601 Ceneral Health Science
0602 Medical Oficer

0610 Nurse

0630 Dietitian & Nutritionist
0644 Medi cal Technol ogi st
0662 Optonetri st

0701 Veterinary Medical Science
0801 Ceneral Engineering
0808 Architecture

0830 Mechani cal Engi neering
0855 El ectroni cs Engi neering
0858 Bi onedi cal Engi neering
1301 Ceneral Physical Science
1306 Heal th Physics

1310 Physics

1320 Chem stry

1520 Mat hematics

1529 Mat hematical Statistician
1530 Statistician

17



DE - E & S Techni ci ans

0181 Psychol ogy Ai d/ Techni ci an

0404 Bi ol ogi cal Science Laboratory Techni ci an
0499 Bi ol ogi cal Science Laboratory Student Trainee
0620 Practical Nurse

0640 Health Aid & Technici an

0645 Medi cal Techni ci an

0646 Pat hol ogy Techni ci an

0647 Di agnostic Radi ol ogi ¢ Technol ogi st

0649 Medi cal Instrunment Technician

0802 Engi neer Techni ci an

0809 Construction Control

0818 Engi neering Drafting

0856 El ectronics Technici an

1311 Physi cal Sciences Techni cian

1521 Mat hematics Techni ci an

18



0018
0028
0080
0201
0205
0301
0332
0334
0340
0341
0342
0343
0346
0391
0501
0505
0510
0511
0560
0905
1008
1020
1035
1040
1060
1071
1082
1083
1084
1102
1105
1152
1222
1410

Adm ni strative

Safety & Qccupational Heal th Managenent
Envi ronnental Protection Speciali st
Security Adm nistration

Cvilian Personnel Managenent

M litary Personnel Managenent

M scel | aneous Adm ni stration & Program
Comput er Operation

Comput er Speci al i st

Program Managenent

Adm ni strative Oficer

Support Services Adm nistration
Managenent / Program Anal ysi s

Logi stics Managenent

Tel ecomuni cati ons

Fi nanci al Adm nistration & Program
Fi nanci al Managenent

Account i ng

Audi ti ng

Budget Anal ysi s

General Attorney

I nterior Design

[llustrating

Public Affairs

Language Speci al i st

Phot ogr aphy

Audi ovi sual Production

Witing & Editing

Technical Witing & Editing

Vi sual I nformation

Contracting

Pur chasi ng

Producti on Contr ol

Pat ent Attorney

Li brarian

19



1412
1601
1640
1670
1710
1740
1801
1910
2001
2003
2010
2050
2181

Adm ni strative (cont)

Techni cal Information System
General Facilities & Equi prment
Facility Managenent

Equi pnment Speci al i st

Educational & Vocational Training
Educati on Services

General |nspection, Investigation,
Qual ity Assurance

General Supply

Suppl y Program Managenent

I nvent ory Managenent

Suppl y Cat al ogi ng

Aircraft Operation

20
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0086
0099
0204
0302
0303
0304
0305
0312
0318
0322
0326
0335
0344
0525
0561
0675
0679
1016
1087
1106
1411
1499
1531
2005
2102

Gener al Support

Security Cerical & Assistant
General Student Trainee

M litary Personnel Technician
Messenger

M scel | aneous C erk and Assi st ant
I nf ormati on Recepti oni st

Mail and File

Cl er k- St enogr apher/ Report er
Secretary

Cl erk- Typi st

Ofice Automation O erical /Assi stant
Comput er C erk/ Assi st ant
Managenent Cl erical / Assi st ant
Accounting Techni ci an

Budget C erical / Assi st ant

Medi cal Records Techni ci an

Medi cal Cerk

Museum Speci al i st & Techni ci an
Editorial Assistant

Procurenent Cl erical/ Technician
Li brary Techni ci an

Li brary and Archives Student Trai nee
Statistical Assistant

Supply Cerical/Technician
Transportation C erk/Assi stant

21



Paybands

PAYBANDS AND OCCUPATI ONAL FAM LI ES

Qccupat i onal BANCS
Famlies
Qor respondi ng 1 |2[3|4|5|6 |7 8|9 |10/11 | 12|13 |14 |15 | Above
G5 G ades
Engi neers & I
Sientists (DB (N
E&S I
Technicians (DB (N
I
Adnini strative(DJ) (N
Gener al I
Suppor t (B¥) (N

FLSA CODES: N-Nonexenpt E-Exenpt *-Nonexenpt or Exenpt

Paybands (levels), wthin an occupational famly, there
are discrete |evels of pay which correspond to recognized
advancenent within the occupations. Paybands in the deno
project classification systemreplace grade levels in the G5
classification system Each payband covers the sane pay range
now covered by one or nore grades. The chart illustrates the
paybands wi t hin each occupational famly.

NOTES:

1. For purposes of preparing travel orders and any ot her
situation involving protocol precedence, an enpl oyee may
designate as their current grade/level the highest equival ent
general schedul e grade represented in his/her payband.

2. The conversion procedures provided in the final
Federal Register, Section V, will be applied to determne the
enpl oyee equi val ent GS grade when representing thensel ves on
applications for training and non-denonstrati on enpl oynent and
any other situations where a general schedul e grade designation
IS required.

22



Benchmar k Positi on
Descri ptions

* Type of work
* (Occupational famly
 Payband | evel

e (Ceneric duties

(See sanpl e)

Benchmark Position Descriptions are general descriptions
of duties within a given payband and occupational famly that,
when conbined with a conpl eted benchmark position description
cover sheet, serve to docunent deno project position
classification decisions. Benchmark position descriptions
usual ly cover a range of conplexity in terns of duties and
responsibilities within a given payband.

23



[ SAMPLE] BENCHVARK POSI TI ON DESCRI PTI ON
A. TYPE OF WORK: Sinpl e/Repetitivel/ Sandardi zed Aerical Support
B. OCCUPATI ONAL FAMLY: DK (CGeneral Support)
C. PAYBAND LEVEL: | (GS 1-4)

D. FLSA: Al enployees properly covered by this benchmark
description are nonexenpt fromthe overtine provisions of the
Fair Labor Standards Act.

E. DESCRI PTI ON:

1. This level represents a range of the | east conplex type
of general support work, performed within a framework of
procedures, precedents, or instructions.

2. At the lowest range of this |level, the enpl oyee
perfornms sinple, routine, or repetitive tasks, requiring little
or no subject-matter know edge. Enployee works under imedi ate
supervision with little or no latitude for the exercise of
I ndependent judgnent. The instructions are clear, and the
enpl oyee foll ows them exactly.

3. At the highest range of this level, the enployee
performs a full range of standard work and resol ves recurring
problenms. The work consists of related steps, processes, or
net hods which require the enployee to identify and recogni ze
di fferences anong a variety of recurring situations. Actions
to be taken or responses to be made differ in nature and
sequence because of the differences in the particul ar
characteristics of each transaction or situation. 1In addition
to knowl edge of how to carry out procedures, the work requires
some knowledge of an organization’s programs, of a type of
practice, or of a body of standardized rules, processes, or
operations.

4. At the highest range of this level, work is assigned in
terms of methods to follow and results expected, typically in
certain recurring assignments. The employee works
independently in carrying out assignments of a continuing or
recurring nature according to accepted practices. Procedures
for doing the work have been established but the employee must
use judgment in locating and selecting the most appropriate
guidelines, references, and procedures. The employee makes
minor deviations to adapt the guidelines in specific cases.

The supervisor or a higher graded employee is available to
provide advice or assistance in unusual situations.

Performs other duties as assigned.

24



Benchmar k Position Description Coversheet

 Job Nunber

« Organi zation Location
« Title

e Cccupational Fam |y

* Payband

e Cccupational Series

» Specialty Code(s)

Speci alty Code Wbsite:
http://ww11. detrick.arny.ml /| abdeno

An of ficial Denmo Project Position Description nust include
a conpl eted Benchmark Position Description Cover Sheet attached
to an appropriate Benchnmark Position Description. Neither the
Cover Sheet nor the Benchmark Position Description can stand
al one or serve as official docunmentation of a denp position
classification decision.

25



[ SAVPLE]

US Any Mdical Research and Materi el
Gomrand
Fort Detrick, MD 21702

BENCHVARK PGSl TI ON DESCR PTI ON QOVER SHEET 1 JOB NMER
(FOR DEVONSTRATI ON PROJECT USE A\LY) M.234
2 TNSTALLATI ON (R FEADQUARTERS OFFl (B 3 GOWZATOW LOAT QN

USAMR | D
Gfice of the Drector,
Fort Detrick, MD 21702

4. TTLE 5. QOOLPATI ONAL 6. COLPATIONL SRS
FAM LY
Secretary (OA) A\D PAWAND LEVEL
0318
OK- |
7. SPEQALTY 8. 9. ANMNOAL 10. FAIR LABCR 11 AQUSTON | 12. GWP LEVEL
axE FUNCTI QAL STATEMENT STANDARDS ACT
QIE REQU RED 0 O vss
5042 BEawT 234
N A Uyves Ko ND
NONEEWPT
O ®Rnow

13.

EVALUATI ON APPROVAL

(S gnature)

TITLE GOOPATI ONAL FAMLY, PAWAND LBVH. AND GOOPATI NN SERES F TH S J@B HAVE BEEN A XBD
I'N ACCORDANCE WTH GFH G AL R CY AND EVALLATION (R TER A

(DATE)

14.

JCB GONTENT APPROVAL

(S gnature of Approving Sipervi sor)

I GERNFY THAT TH S | S AN AQORATE STATEMENT OF THE DUNES AD RESPONS BLITTESF THS PAHTIAON AND I TS
CGRGAN ZATI ONAL RELATI ONSH PS AND THAT THE PGB TTON |'S NECESSARY TO GARRY QUTT GOERNMENT FUNCTI ONS FOR VH CH
| AMRESFONS BLE THS GERMHCATION | S MCE WTH THE KNOAEDGE THAT TH S | NFGRWATI ON | S TO BE LBED FCOR
STATUTGRY PURPCEERS RELATED TO APPQO NTMENT AND PAYMENT (F PLBLI C FUNDS AND THAT FALSE (R M SLEADI NG
STATEMENTS MRY GONSTI TUTE M QLATI ONS GF SUCH STATUTES (R THE R REGLLATI ONS

(DAT)

- RATIO\WALE FOR ALSA BEWT ON
Benchnar k JD #A

USAMRMC FORM 72-R-E
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Instructions for conpletion of the cover sheet are as
follows (for purposes of conpleting this form the term
“manager” below refers to USAMRMC managers who have written
delegated classification authority):

Block 1 - Position description number: CPOC will enter
the position description number in this block after the manager
has completed classification action, and will repeat the
position description number in the upper right hand corner of
all pages of the attached benchmark.

Block 2 - Installation or Headquarters office: Manager
will enter “U.S. Army Medical Research and Materiel Command,
Fort Detrick, MD 21702".

Block 3 - Organizational location: Manager will enter the
name of the activity (USAMRMC, USAMRIID, USAMRAA, USAMMDA,
USAMMA, USABRDL, USARIEM, USAARL, USAHFPA, USAISR, WRAIR) where
the position is located; lower organizational levels may be
entered at manager’s discretion.

Block 4 - Title: Manager will enter the position’s
official title, using titling guidance in OPM position
classification standards.

Block 5 - Occupational family and payband level: Manager
will enter occupational family (DB, DE, DJ, or DK) and the
payband level, using Roman numerals, e.g., DB-II, DE-III, DJ-I,
DK-II.

Block 6 - Occupational series: Manager will enter the
occupational series, using OPM Handbook of Occupational Groups
and Series.

Block 7 - Specialty code: Manager will enter a specialty
code from a listing of all available codes.

Block 8 - Functional code: Manager will enter an OPM
functional code for positions in the Engineers and Scientists
Occupational family.

Block 9 - Financial statement: Manager will enter an “Xx”
in the appropriate block to indicate the need for the incumbent
to file a financial statement in accordance with criteria in
DoD Directive 5500.7R, Standards of Conduct.

Block 10 - Fair Labor Standards Act: Manager will enter
an “x” in the appropriate block to indicate whether the
incumbent of the position is exempt or nonexempt from the
overtime provisions of the Fair Labor Standards Act, using
guidelines in Appendix E.

27



Bl ock 11 - Acqui si tion: Manager will enter an “x” in the
appropriate block to indicate the position’s status against the
criteria in DoD 5000.52M, Acquisition Career Development
Program.

Block 12 - Competitive level/Competitive area: CPOC will
assess the position and assign an appropriate competitive level
and competitive area after the manager has completed
classification action.

* Block 13 - Evaluation approval: Manager with delegated
classification authority will sign and date this block after
completing classification action, before forwarding the
position description to CPAC/CPOC for review/concurrence. In
most instances, the immediate supervisor will sign block 14
before the manager signs here.

* Block 14 - Job content approval: Immediate supervisor (or
higher level supervisor within the position’s chain of command)
will sign and date this block, usually before the manager with
delegated classification authority signs in block 13.

* Blocks 13 and 14 are currently being handled with electronic
signatures via electronic request for personnel action.

28



Del egated C assification Authority

I Medi cal Conmand ( MEDCOM
NZ

I USAMRMC Commandi ng Gener al
NZ

I Activity Commanders/Di rectors

The Conmander s/ Directors, USAMRMC have been del egated
classification authority fromthe USAMRMC Commander. This
authority may not be del egated any | ower than the |evel

refl ected above, and may be withdrawn at the discretion of the

granting authority. Managers do not have the authority to
classify their personal position of record.

29



Docunenti ng Position O assification Decisions

* Supervisor’s Role

— Series and Occupational Family

— Benchmark Position Description

— Position Title and Specialty Codes

— Fair Labor Standards Act (FLSA)

- Recommended Classification Decision

Supervisors, in coordination with CPAC will:

Identify the GPMoccupational series and deno project occupational
family through comparison of a position’s duties and responsibiliies to
the OPM Handbook of Occupational Groups and Series.

Select the benchmark position description which most closely
matches the level of regular and recurring work assigned to the
position. To be credited at a higher level, a position’s duties must
considerably exceed the level of work described in lower level benchmark
descriptions. These higher level duties must be regular and recurring.
Duties and responsibiliies that are not regular and recuring ina
position may exceed the stated criteria in a given benchmark position
description but not warrant selection of position description at a
higher level.

Identify the position title using those prescribed in current OPM
Position Classification Standards. For example, Microbiologist is the
title for the 403 occupational series; Budget Analyst is the title for
the 560 occupational series, etc. A supervisory prefix is used only in
situations where a benchmark position description is selected that
depicts the continuous assignment supervisory duties.

Identify the occupational series specialty code, financial
statement indicator, and acquisition position indicator.

Identify the appropriate OPM functional code for positions in the
Engineers and Scientists occupational family.

Determine whether the position is exempt or nonexempt from the
provisions of the Fair Labor Standards Act consistent with criteria in 5
CFR part 551.

Document classification decisions on the Benchmark Position
Description Cover Sheet and submit the position description and
completed cover sheet along with a Request for Personnel Action (SF-52)
to the manager with delegated classification authority.

30



Docunenti ng Position
Cl assification Decisions

* Manager’s Role

— Certifying subordinate Supervisor's Recommendations
(see previous slide).

— Final Classification Decision/Delegated
Classification Authority (DCA).

— Evaluate Position Management or Classification
Concerns.

— Develop new benchmark descriptions and specialty
codes.

Managers with del egated classification authority wll:

Certify to all itens identified by supervisor and indicate
approval by signing block 13 of Benchmark Position Description

Cover Sheet .

Eval uat e any position nanagenent or classification
concerns and recomendations fromthe CPAC or the CPOC, and
wher e deened necessary, revise and resubmt the Benchmark
Posi tion Description Cover Sheet and the requested personnel
action in accordance with CPAC or CPOCC recomendati ons. The
final position classification decision will be made by deno
proj ect managers with del egated classification authority.

Devel op new specialty codes as needed, in conjunction with

supervi sors.
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Docunenti ng Position
Cl assification Decisions

e Civilian Personnel Advisory Center (CPAC) Role
- Advi se and assi st.
— Position managenent review and advi ce.

— Submt final classification actions to Gvilian
Personnel Operations Center (CPOC)

- Provide current classification guidance to
manager s.

The CPAC will:

Advi se and assi st denop managers/supervisors in choosing or
devel opi ng benchmark position descriptions and specialty codes,
and in conpleting the Benchmark Position Description Cover
Sheet .

Advi se the managers of any position nmanagenent concerns,
e.g., supervisory layering, functional overlap/duplication,
etc., and provide recommended alternatives to address these
concerns.

Submt final classification actions to the CPCC for
executi on.

Assure current position classification guidance (benchmark

descriptions, specialty codes, occupational series, etc.) is
provi ded to the USAVRMC managers.
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Docunenti ng Position
Cl assification Decisions

Civilian Personnel Operations Center (CPOC) Role
- Review classification decisions
— Assign job number
— Assign competitive level

— Prepare written classification advisories

The CPOC will:

Revi ew cl assification decisions made by deno project
managers and concur or non-concur with the manager’'s
classification decision. If the CPOC concurs with the
decision, they will assign or validate the benchmark position
description cover sheet number and competitive level, and
execute the requested personnel action. If the CPOC does not
concur with the classification decision, they will provide
written rationale and recommended alternatives to the manager.
Following receipt of the manager’s final written classification
decision, the CPOC will execute the requested personnel action.
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Position C assification Appeals

* Enpl oyee can appeal

- Position to which officially assigned
— Cccupational famly
— CQccupational series

- Payband

An enpl oyee may appeal the occupational famly,
occupational series, or payband | evel of his or her position at
any tine. The appeal can only be initiated if the enployee is
officially assigned to the position in question.
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Position Classification Appeal s

 Enpl oyee cannot appeal

- Assignnent of the occupational series to an
occupational famly

— Accuracy of the occupational famly
- Title of a position

— Position description accuracy

— Deno project classification criteria
- Pay-setting criteria

— Sal ary schedul e

- Grievable matters

An enpl oyee nmay not appeal the assignnent of the
occupational series to an occupational famly; the accuracy of
the occupational famly; the title of a position; the accuracy
of the position description; the denonstration project
classification schedule; or matters grievabl e under an
adm ni strative or negotiated grievance procedure or alternative
di spute resolution procedure. An enployee requesting a
classification decision that woul d exceed the equival ent of a
GS-15 level may not submt the appeal to OPM
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Position Classification Appeal s

* Sequential steps

-1)  verbally or in writing to immediate chain of
command.

-2)  in writing to DoD appellate level.

-3)  in writing to Office of Personnel Management
(OPM) - final and binding.

 CPAC and CPOC will assist managers in responding to
appeals and compiling data for appellate reviews.

» Appeals are forwarded through CPAC and CPOC to
appellate reviewers.

The appeal process is outlined bel ow

EMPLOYEE

1. Raises the classification issue with supervisors in
the chain of command, either orally or in witing.

2. If dissatisfied with the outcone of the classification
complaint, may initiate a formal classification appeal by
preparing a witten package containing the information
required.

3. Forwards the conpl ete appeal package through
supervi sory channels to the activity Comrander/Director. The
Commander/ Director forwards the appeal to the servicing CPAC
for further processing.

CPAC

1. Advises enployee on procedural aspects of filing an
appeal. btains signatures of enpl oyee and supervi sor
attesting to the accuracy of the position description.
Attaches the activity response to any cl assification issues
presented in the appeal and a copy of the perfornmance
standards. Provides any supplenentary information bearing on
the position’s duties and responsibilities.

2. Forwards the package to CPOC for completion.
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CPCC

1. Attaches a copy of the official position description
and classification evaluation statenent of the appellant and
the appellant’s supervisor. If the position appealed is
supervisory, attaches copies of the subordinate position
descriptions and evaluation statements used for determining
base level of work supervised. Includes in the package
applicable organizational charts, mission and function
statements, and a copy of the employee’s latest SF-50.

2. Reviews package to ensure all necessary documents are
attached. Prepares transmittal letter, including name and
address of point of contact within the CPOC, and forwards
package to the appropriate appellate level.

37



Staffing

- Sinplified Assignnent Process

- I npact of Paybands

- CPAC/ CPOC Rol es

- Contingent Appointnents and Extensions
- Voluntary Eneritus Program

- Pronotions

— Probationary Peri ods

Overview of topics to be covered in the Staffing section
of this training manual .
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Staffing

Simplified Assignment
Process

* New
— Reassignments by Memorandum
* Unchanged
— OPM Standards will be used for Qualifications

- No change in pay

Sinplified Assignnment Process. Managers may assign
enpl oyees, w thin benchmark position descriptions, wthout

conpetition and without official personnel action. Sinplified

assignnments nmay be nmade consistent with the needs of the
organization and employees’ payband, benchmark position
description and capabilities. Simplified assignments to

projects, tasks, or functions with like paybands and position
descriptions may be made under this authority anywhere within
the organizational entity. Similarly, a manager may be

assigned to manage any similar function or organization
consistent with that individual’s capabilities, specialty

codes, position description and payband. However, formal
assignment measures are required where there are competitive
area changes or changes in the exempt/nonexempt status under
the Fair Labor Standards Act (FLSA). Therefore, this

simplified process may not be used where such changes are
involved.

Documentation. Simplified assignments do not result in
official personnel actions but will be documented by memorandum
approved by USAMRMC Commander/Director of the organization.
The memorandum will adequately record the assignment, identify
any changes to the applicable rating chain and include the
effective date.

A copy of the memorandum will be provided to the employee,
new rating chain managers/supervisors and the Civilian
Personnel Advisory Center (CPAC). The signatory official will
also maintain a copy for audit purposes.
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Staffing

Filling Vacancies

e Interna

e Externa

Al'l vacancies will be treated on a case-hby-case basis.
Managers have the option of choosing one or a conbination of
the applicable staffing options after consideration has been
given to the DoD Priority Placenent Program and ot her mandatory
pl acenent systens.

Managers may elect to fill vacancies through internal or
external sources and by nethods consistent with conpetitive
procedure requirenments and nerit principles.

Recruitnent for positions which are at payband |evels
equi val ent to mandatory career referral levels wll be
acconpl i shed in accordance with career program procedures. At
the option of the manager, |ocal recruitnment nmethods may be
used in conjunction with mandatory career program nethods to
suppl enment the recruitnment effort.

Managers are accountable for understanding affirnmative
action concepts and equal enploynent opportunity goals.
Further, nmanagers are responsible for inplenmenting policies and
recruitnent strategi es designed to neet organizati onal
obj ecti ves.
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Staffing

Impact of Paybands

¢ New

- Management, With CPAC Advice, Will Determine
Payband Replacement

* Unchanged

— OPM Qualification Standards

A candidate’s basic eligibility for assignment to a
payband will be determined using Office of Personnel
Management’'s (OPM) Qualification Standards Handbook for General
Schedule Positions. Candidates must meet the minimum standards
for entry into the payband. For example if the payband
includes positions in grades GS-5 and GS-7, the candidate must
meet the qualifications for positions at the GS-5 level.
Specific experience/education required will be determined based
on whether a position to be filled is at the lower or higher
end of the band. Selective placement factors will be
established in accordance with the OPM Qualification Standards
Handbook, when judged to be critical to successful job
performance. These factors will be communicated to all
candidates for particular position vacancies and must be met
for basic eligibility. Ordinarily, an individual will be hired
at the lowest salary in a payband. Exceptional qualifications,
specific organizational requirements, or other compelling
reasons may lead to a higher entrance level within a band.
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Priority Placenent Program (PPP)
PROCEDURES
1. Requi si ti oni ng:

a. Except as provided in paragraph (c) bel ow,
requisitions will be submtted at the target grade reflected in
t he payband to which the position corresponds. The target
grades for occupational famlies and paybands are as foll ows:

Engi neers & Scientists Payband (DB):

DB- | : GS- 04

DB-11: GS-12

DB-111: Gs-14

DB-1V: GS- 15

*DB- V: Above GS-15

E & S Techni ci ans Payband (DE):
DE- | : GS- 04

DE-11: GS- 08

DE-I11: Gs-11

DE- 1 V: GS-13

Adm ni strative Payband (DJ):

DJ-1: GS- 04
DJ-11: GS-10
DI-111: GS-12
DJ-1 V. GS- 14
DJ-V: GS- 15

General Support Payband (DK):

DK- 1 : GS- 04
DK-11: GS-08
DK-111": GS-10

b. *Positions in Cccupational Fam |y DB (Engi neers &
Scientists) at Payband V (above GS-15) are not subject to the
PPP.

c. In accordance with current PPP policy, positions
covered by a formal training programare requisitioned at the
entry grade. The requisition must include the “trainee” (TRA)
option code. For example, an intern position in DB-11 will be
requisitioned at the grade level requested by management, with
the “TRA” option code.
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2. Registration:

a. Denonstration project enployees who are entitled to
PPP regi stration nust be registered using the General Schedul e

pay pl an.

b. The conversion procedure provided in Section V,
Federal Register will be applied to determine the registrant’s
equivalent GS grade. That grade will be used as the basis for
determining the grade level(s) for which PPP registration is
appropriate.

RESPONSI BI LI TI ES

1. Management will consult with the CPAC to determine if and
when a PPP would apply.

2. Civilian Personnel Advisory Center (CPAC) will provide PPP
counseling and registration and forward registration to the
Civilian Personnel Operations Center (CPOC) for review and
input to Defense Data System Center (DDSC).

3. The CPAC will prepare File Maintenance when required and
forward to CPOC for input to DDSC.

4. The CPOC is responsible for requisitioning all vacancies.
The CPOC will determine qualifications for all PPP matches in
conjunction with management in accordance with the Personnel
Demonstration Waivers for Science and Technology (S&T)
Reinvention Laboratories.
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Hiring and Appoi nt nent
Aut horities

Types of Appointments

* New

— Contingent Appointments [NTE 5 years with
extension of 1 additional year]

* Unchanged

— Career/Career Conditional

Under the deno project, there will continue to be career
and career conditional appointnents, using existing authorities
and entitlenments.

Non- per manent positions (exceeding one year) needed to
nmeet fluctuating or uncertain workload requirenments will be
filled using a Contingent appointnent authority.

Enpl oyees hired for nore than one year, under the
contingent appointnment authority, are given initial contingent
appointnments in the conpetitive service for no | onger than five
years. The Commander USAMRMC is authorized to extend a
conti ngent appoi ntnent one additional year. These enpl oyees
are entitled to the same rights and benefits as term enpl oyees
and will serve a one year trial period. The Pay-for-

Per f ormance Managenent Systemrul es apply to contingent
enpl oyees.

Enpl oyees hired under the contingent authority may be
eligible for conversion to career-conditional appointnments. To
be converted, the enpl oyee nust (a) have been selected for the
tern contingent position under conpetitive procedures, with the
announcenent specifically stating that the individual(s)
selected for the termposition(s) nay be eligible for
conversion to career-conditional appointnment at a | ater date;
(b) served two years of substantially continuous service in the
termposition; (c) be selected under nerit pronotion procedures
for the permanent position; and (d) have a current rating of
“B” or better.
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Enpl oyees serving under regul ar term appointnents at the
time of conversion to the denp project were converted to the
new conti ngent appoi ntnents provided they were hired for their
current positions under conpetitive procedures. These
enpl oyees will becone eligible for conversion to career-
conditional appointments if they have a current rating of “B”
or better (or one of the top two ratings on the current
evaluation system), and are selected under merit promotion
procedures for their permanent position after having completed
two years of continuous service. Time served in term positions
prior to conversion to the contingent appointment is creditable
toward the requirement for two years of continuous service
stated above, provided the service was continuous.
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Hiring and Appoi nt nent
Aut horities

Voluntary Emeritus Program

* Previous Federal Employee
* No Cost to Government
* Supplement Expertise During Drawdown

* Void Agreement in 10 Working Days (Employee or
Management)

Under the denonstration project, the USAVRMC
Conmanders/ Directors will have the authority to offer
vol untary assignments to enpl oyees who have retired or
separated from Federal service. Voluntary Enmeritus Program
assignments are not considered “employment” by the Federal
government (except for purposes of injury compensation).

Thus, such assignments do not affect an employee’s
entitlement to buyouts or severance payments based on an
earlier separation from Federal service. The Voluntary
Emeritus Program will ensure continued quality research
while reducing the overall salary line by allowing higher
paid individuals to accept retirement incentives with the
opportunity to retain a presence in the scientific
community. The program will be of most benefit during
manpower reductions as senior employees could accept
retirement and return to provide valuable on-the-job
training or mentoring to less experienced employees.
Voluntary service will not be used to replace any employee
or interfere with career opportunities of employees.

To be accepted into the voluntary emeritus program, a
volunteer must be recommended by USAMRMC supervisors to the
USAMRMC Commanders/Directors. Everyone who applies is not
entitled to a voluntary assignment. The USAMRMC
Commander/Director must clearly document the decision process
for each applicant (whether accepted or rejected) and retain
the documentation throughout the assignment. Documentation of
rejections will be maintained for two years.
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To ensure success and encourage participation,
volunteer’s federal retirement pay (whether military or
civilian) will not be affected while serving in a voluntary
capacity. Retired or separated federal employees may accept an
emeritus position without a break or mandatory waiting period.

Volunteers will not be permitted to monitor contracts on
behalf of the government or to participate on any contracts or
solicitations where a conflict of interest exists. The same
rules that currently apply to source selection members will
apply to volunteers.

An agreement will be established between the volunteer,
the subordinate Commander/Director and the servicing CPAC/CPOC.
The agreement will be reviewed by the HQ USAMRMC Legal Office
for ethics determinations under the Joint Ethics Regulation.
The agreement must be finalized before the assumption of
duties.
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| nt er nal Pl acenent
And Retention

Promotions

* New
- Paybands
— Target Levels

— Minimum of 6% or Minimum rate of new payband
(Whichever is greater)
- Maximum of $10,000

* Unchanged
— Follows Merit Practices
— Highest Previous Rate
— Intern Regulations

A pronotion is a change of an enployee to (1) a higher
payband in the same occupational famly, or (2) a payband in
anot her occupational famly in conbination with an i medi ate
increase in the employee’s salary. Positions with known
promotion potential to a specific band within an occupational
family will be identified when they are filled. Not all
positions in an occupational family will have promotion
potential to the same band. Movement from one occupational
family to another will depend upon individual knowledges,
skills and abilities and the needs of the organization.

Promotions will follow basic Federal merit promotion
practices. Each position will have a specific target level
payband within an occupational family. However, the target
level will not always be the top payband level within an
occupational family.

Upon promotion to a higher payband, an employee will be
entitled to a minimum of a 6% pay increase or the minimum rate
of the new payband to which promoted, which ever is greater.
Highest previous rate also may be considered in setting pay
upon promotion, under rules similar to the highest previous
rate rules in 5 CFR 531.203(c) and (d). A pay increase upon
promotion will not exceed $10,000.

Interns are provided promotions and pay raises in
accordance with their Intern plan. Interns must be rated B or
better on their performance appraisal to receive promotions/pay
raises.
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| nt ernal Pl acenent
And Retention

Probationary Period

* 3Years-E &S (DB)
e 2 Years - All others (DE, DJ, DK)

* 1 Year - Trial Period for Contingent Employees

The current one year initial probationary period wll
“up to three years” for all newly hired career and career-conditional
employees in all paybands. The purpose of extending the probationary
period is to allow supervisors an adequate period of ime to fully
evaluate an employee’s ability to complete a research cycle and/or to
fully evaluate an employee’s contributions and conduct.

The length of the extended probationary period for the Engineers
and Scientists Occupational Family (i.e., DB) will be three years.

The probationary period for all other occupational families (e.g.,
DE, DJ, and DK) will be two years.

Aside from extending the time period, all other features of the
current probationary period regulations are retained including the
potential to remove an employee without providing full substantive and
procedural rights afforded non-probationary employees.

Contingent employees are entitled to the same rights and benefits
as term employees and will serve a one year trial period. The Pay for
Performance Management System applies to contingent employees.

Probationary employees will be terminated when the employee fails
to demonstrate proper conduct, technical competency, and/or adequate
contribution for continued employment. When USAMRMC decides to
terminate an employee serving a probationary period because his/her work
performance or conduct during this period fails to demonstrate their
fitness or qualifications for continued employment, the employee will
receive written notification of the reasons for separation and the
effective date of the action. The information in the notice as to why
the employee is being terminated will, as a minimum, consist of the
manager’s conclusions as to the inadequacies of performance or conduct.
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| nt er nal Pl acenent
And Retention

Supervi sory Probationary Period

e 1 year Additional

Supervi sory probationary periods wll be nmade consi stent
with 5 CFR part 315, Section 315.901. Enpl oyees who have
successfully conpleted the initial probationary period will not
be exenpt fromthe requirenent to conplete an additional one
year probationary period for the initial appointnent to a
supervi sory/ manageri al position.

I f, during the probationary period, the decision is nade
to return the enployee to a non-supervisory position for
reasons solely related to supervisory/ managerial perfornmance,
the enployee will be returned to a conparable position of no
| ower payband and basic pay than the position held just prior
to supervisory/ managerial position assignnent. The enpl oyee
must be notified in witing to include specific reasons the
action is being taken.
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| nt er nal Pl acenent
And Retention

Merit Promotion

* Announcements will Refer to Payband Not Grade
» All Promotions - Rating of “B” or Better Required.

» Noncompetitive Promotion - 180 Days.

A pronotion is:

(1) the novenent of an enpl oyee to a hi gher payband w thin
t he sane occupational famly;

(2) the novenent of an enpl oyee to a payband in a
di fferent occupational famly which results in an i medi ate
increase in the employee’s salary.

To be promoted an employee must meet minimum standards and
have a current performance rating of “B” or better (or
equivalent under other systems).

Progression within a payband is based upon performance pay
increases. These actions are pay adjustments and not
considered promotions. The following actions may be processed
as exceptions to competitive procedure requirements:

a. Re-promotion to a position in the same payband and
occupational family as the employee previously held on a
permanent basis within the competitive service.

b. Promotion, reassignment, demotion, transfer or
reinstatement to a position having promotion potential no
greater than the potential of a position the employee currently
holds or previously held on a permanent basis in the
competitive service.

c. A position change through reduction-in-force
procedures.
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d. Pronotion of an enpl oyee who was appoi nted through
conpetitive procedures to a position with a docunented career
| adder .

e. A tenporary pronotion or detail to a position in a
hi gher payband for 180 days or less. Prior service during the
precedi ng 12-nonth period under nonconpetitive tine limted
pronoti ons and nonconpetitive details to higher paybands counts
toward the 180-day total.

f. Pronotion resulting frominpact of person on the job,
accretion of duties, and Factor IV process, re-eval uation of
E&S payband V enpl oyees, etc.

g. Pronotion resulting fromthe correction of an initial
classification error or the issuance of a new classification
st andar d.

h. Conversion to permanent pronotion froma conpetitive
tenporary pronotion provided the possibility for pernanent
pronotion was advertised initially.

i. Movenent of an enpl oyee from one occupational famly
to another (vertically on the payband chart, rather than
crossi ng paybands horizontally) where his/her salary is
enconpassed in the new occupational fam |y payband (no
i mmedi ate increase to salary), the action is considered a
| at eral reassignnent.
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Per f ormance Managenent System

* Responsibilities
e Interns
» Performance Eval uation System

e Pay for Performance

This portion of the training begins our discussion of the
Per f ormance Managenent System which includes the systenmatic
process of integrating performance, pay, and award systens to
i nprove i ndividual and organi zati onal effectiveness in the
acconpl i shnent of m ssions and goal s.
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Per f or mance Managenent System
( PMVB)

USAMRMC
COVIVANDERS/ DI RECTORS

NE- CPOC |PAY POOL MANAGERS

RESPONSI BI LI TI ES SENI OR RATERS

| EMPLOYEES | | RATI NG SUPERVI SORS

The USAMRMC Commanders/ Directors are responsible for the
success of the PM5S and will:

(1) Format and execute the civilian pay budget.

(2) Determne the conposition of the pay-for-
per formance pay pool s.

(3) Provide guidance to pay pool nanagers.

(4) Adm nister funds allocation to pay pool
manager s.

(5) Manage the award pool s.
(6) Select participants for the Expanded

Devel opnental Opportunities Program long termtraining, and
any speci al devel opnental assignnents.
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(7) Ensure in-house budget neutrality to include
tracki ng of average salaries, full-tine equivalents (FTES),
etc.

(8) Contact the PMB designee for problemresol ution,
reconmendi ng changes in policy/procedure, etc.

(9) Determne hiring and pronotion salaries as well
as exception to pay-for-performance sal ary increases.

(10) Ensure that all enployees are treated in a fair
and equi table manner in accordance with all policies,
regul ati ons, and gui delines that cover this project.

Pay Pool Managers are appointed by each Commander/Director
and are responsi ble for managi ng the allocated pay pool. They
al so ensure tinely conpletion of performance appraisals and
nmust certify in witing to the Conmander/Director that al
per formance apprai sals have been conpleted no |later than 45
days followi ng the end of the rating period.

Seni or Raters are responsi ble for comunicating
organi zati onal goals to subordi nates and for conducting
meetings to famliarize enployees wth the pay-for-perfornmance
system They are al so responsi ble for assessing individual
contributions in the broader perspective of overall m ssion
acconplishnent. In fulfilling these responsibilities, they
wi || approve performance appraisals in a tinmely manner,
assuring accuracy and conpliance with the requirenents. They
wi |l resolve di sagreenents between supervisors and enpl oyees
and will consider performance appraisals and ratings when
maki ng personnel managenent and pay deci sions.

Rat i ng Supervi sors are responsi ble for assigning wrk and
for working with enpl oyees in establishing job-rel ated
performance objectives. They provide information to and obtain
f eedback from enpl oyees on goals and priorities, performance,
and prof essional devel opnent plans. To acconplish their
responsibilities, supervisors wll:

(1) Identify the performance rating chains to their
enpl oyees. Explain if and how any individuals who are not in
the official supervisory chain but who assign work and/or
monitor the employee’s performance will be involved in rating
the employee’s performance. If any individuals, other than the
official supervisory chain, are involved in rating the
employee’s performance, their written input will be submitted
to the rating supervisor and will be based on result(s) of
tasking(s).
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(2) Conmuni cate organi zational goals and priorities to
enpl oyees at the begi nning of each rating period, at the md-
point in the rating period, and informally throughout the
rating period.

(3) Develop initial performance objectives within 30 days
following the start of a review period, and work with enpl oyees
I n establishing individual performance and professional
devel opnment goal s and expectations that should be attainable
and that reflect organi zational needs. Performance objectives
shoul d be outcone oriented and nmeasurabl e. Absent agreenent
bet ween enpl oyee and supervisor, final authority to establish
performance objectives and el ement weights rests with
managemnent .

(4) Allemployees who receive an “F” performance rating
must be notified in writing. A structured Performance
Improvement Plan (PIP) will be prepared to identify the
unacceptable performance and the period of time for improvement
for those employees and will be forwarded to the senior rater
for approval.

(5) Monitor progress on achieving the objectives
delineated in the PIP, conduct a re-evaluation, and recommend
appropriate action (termination, reassignment, or pay
adjustment) to the senior rater.

Employees are responsible for understanding organizational
expectations and discussing their ideas about the work and
professional development goals with their supervisor. They are
responsible, as well, for performing to the best of their
abilities. In fulfilling these responsibilities, employees
will:

(1) Take an active role in developing their performance
and professional development objectives.

(2) Try to accomplish their objectives, and inform their
supervisor when they have questions and/or needs, when problems
occur or when they believe work processes could be improved.

(3) Provide their supervisor with timely feedback on

their accomplishments so that the supervisor can use them in
preparing performance appraisals.
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The CPAC i s responsible for supporting the USAVRMC
participating | aboratories and other activities in inplenmenting
and adm nistering a viable and constructive Performance
Managenment System In fulfilling this responsibility, they
will:

(1) Advise and assi st supervisors in executing their
dai ly perfornmance managenent responsibilities and keep the
Commanders/ Directors informed of program status and program
| mprovenents that are needed.

(2) Train or arrange training for supervisors and
di ssem nate informati on to enpl oyees concerni ng the Perfornmance
Managenent System

The CPOC wi Il input performance rating data into conputerized
database and file a copy of finalized rating in the employee’s
Official Personnel Folder.
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| NTERNS

» Training and Career Development Plan

* Promotions and Pay Raises In Accordance With
Individual Plan — Must Be Rated “B” or Better.

* Appraised Under Demo Performance Management System
» Special Performance Appraisal at 6-Month Period

* Accelerated Compensation Within Paybands Controlled
by Commander/Director.

The career devel opnent and conpensation for interns wll
be in consonance with their individual Intern Plans. The
provi sions of their plans will be generally in accordance with
those of DA interns. Interns must be rated “B” or better on
their performance appraisals to receive pay raises and/or
promotions.

Interns will be appraised in accordance with the pay-for-
performance management system that will be described in
subsequent charts. At the six month point of the initial
rating cycle of internship, in conjunction with the in-process
appraisal review, interns will be given a special performance
appraisal to determine their eligibility for a pay raise and/or
promotion in accordance with their Intern Plan, regulatory, and
qualification requirements.

Pay pool managers may request approval from the Personnel
Management Board or its designee to grant a performance pay
increase to an intern that is higher than the compensation
formula. This will permit accelerated compensation within
paybands and is a management tool to attract and retain quality
interns.
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Perf ormance Eval uati on System

* Performance bjectives: Statenents of job
responsibilities based on the work unit’s mission,
goals, and supplemental benchmark position
descriptions.

— Deals with expected results.
— Developed jointly by the employees and supervisors.

— Reflect duties/responsibilities of the respective
payband.

- In place 30 days after start of rating period.

— Recorded on the PERFORMANCE OBJECTIVES WORKSHEET
(see Sample).

— Can be modified during the rating period.

Performance Cbjectives. Enployees and supervisors wll
jointly devel op performance objectives. These objectives wll
be based on and reflect the types of duties and
responsibilities expected at the respective payband.

The perfornmance objectives, representing efforts of
enpl oyees and their rating chains, should be in place within 30
days after the begi nning of each rating period.

oj ectives may be nodified during the rating period
as necessary to reflect significant changes.

Per f ormance objectives are recorded on the
Perf ormance Cbjectives Wrksheet and becone effective on the
date the senior rater initials the form

A Performance bjectives Wirksheet will be conpleted and agreed
upon by the ratee and the rater at the initial Perfornmance
Conf er ence.

Notice the verification block in the bottomright hand
corner for docunenting the initial devel opment of the
performance objectives and the mandatory m d-poi nt perfornmance
conference review. It nust be initialed by both the ratee and
the rater. The results of the m d-point and any ot her
per formance conferences held during the rating period should be
docunented on page 2 of the form Both the enpl oyee and the
supervi sor shoul d keep a copy.
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[ SAVPLE]

PERFORMANCE OBJECTI VES WORKSHEET - Page 1

(For MRMC Denonstration Project Use Only. For use of this form see Federal Register Vol.63,
#41, 3 Mar 98 and MRMC Internal Operating Procedures.)

PERI OD COVERED ( YYMVDD)

FROM \ TO
NAME SOCI AL SECURI TY OCCUPATI ONAL
(Last, First, M) NUVBER FAM LY/ SER ES BAND
RATER (Type or Print): SENI OR RATER (Type or Print):

MUTUALLY DEVELOPED PERFORVANCE OBJECTI VES:

USAVRMC FORM 70- R-E
1 May 1998
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[ SAVPLE]

PERFORMANCE OBJECTI VES WORKSHEET - Page 2

PERFCRVANCE
QONFERENCE » a
(Al Benents Are 5 8| 5§ £ g
L. © — | 2
Qitical & Henents = <l = = " 5 o 5
a—e. Are Mandatory) £ o552 |88 | g5 |3 | o
© | ZZ |5 55 oz | 3 R 2
Fo(|l =3 E o ® - © = > <
; 53T s | 23 | & s 5
CRITICAL o £¢& |8 ¢E |38 |2 | & =
ELEMENTS 5 g < G o %
VEI GHT RANGE 15-50| 5-15| 5-15| 15-50 | 10-50 | 0-50 | 15-50| TOTAL
WEI GHT ASSI GNED
PER (D COVERED ( YYMVD) RATEE’S NAME (Last, First, Ml) SSN
AGREEMENT ON ASSIGNED WEIGHTS VERIFICATION OF PERFORMANCE CONFERENC
INITIAL |DATE DATES | RATEE'S RATER'S
INITIALS INITIALS
SENIOR RATER INITIAL
RATER MIDPOINT
RATEE
RATEE
Signature Date
RATER
Signature Date

USAMRMC FORM 70- R- E
(Reverse)
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Perf ormance Eval uati on System

« Performance El enents: Generic attributes of job
performance that an enpl oyee exhibits in performng job
responsi bilities and objectives.

» There are seven performance el enents:
a. Technical Conpetence

Wor ki ng Rel ati onshi ps

Conmruni cat i ons

Resour ce Managenent

Customer Rel ati ons

Managenent / Leader shi p

Super vi si on/ EEO

@ ™o a0 o

Al elenents are critical.
« Al enployees will be rated against el enents a-e.

 Enpl oyees whose duties require manager/| eader
responsibilities will be rated on el enment f.

» Supervisors wll be rated on el ement g.

Performance el enents are generic attributes of job
performance, such as technical conpetence, that an enpl oyee
exhibits in performng job responsibilities and associ at ed
performance objectives. Each performance el enent is assigned a
weight, in nmultiples of five, between a specified range. The
total weight of all elenents is 100 points. The supervisor, in
concert with the enpl oyee, assigns each el enent sone portion of
the 100 points in accordance with its inportance for m ssion
attainnent. As a general rule, essentially identical positions
will have the same critical elenents and the same weight.

These weights will be devel oped al ong with enpl oyee perfornmance
obj ectives and recorded. All enployees will be rated agai nst
at least the five generic performance el enents, a through e.

Al'l of these elenments are critical. In case of disagreenents,
the decision of the rater will prevail. Only those enpl oyees
whose duties require nanager/| eader responsibilities will be
rated on elenment f. Supervisors will be rated agai nst an
additional critical performance elenent, |isted at g.
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Wei ghting System for
Per f or mance El enents

» Each Performance Element in the employee’s Performance
Plan is assigned a weight between a specified range.

Technical Competence: 15-50
Working Relationships: 5-15

Communications: 5-15
Resource Management: 15-50
Customer Relations: 10-50

Management/Leadership: 0-50
Supervision/EEO: 15-50

* The sum of the weights for all of the elements in the
Performance Plan must equal 100.

* As ageneral rule, identical positions will have the
same weights assigned to each element.

The wei ght assignnents for the rating period will be
devel oped at the beginning of the rating period and wll be
docunent ed on page 2 of the Perfornmance (bjectives Wrksheet.

a. Technical Conmpetence. Exhibits and naintains current
techni cal know edge, skills, and abilities to produce tinely
and quality work with the appropriate | evel of supervision.
Makes pronpt, technically sound decisions and recommendati ons
that add value to mission priorities and needs. For
appropriate career paths, seeks and accepts devel opnent al
and/ or special assignnents. Adaptive to technol ogical change.
(Wei ght range: 15 to 50).

b. Wbirking Relationships. Accepts personal
responsibility for assigned tasks. Considerate of others’
views and open to compromise on areas of difference, if allowed
by technology, scope, budget, or direction. Exercises tact and
diplomacy and maintains effective relationships, particularly
in immediate work environment and teaming situations. Always
willing to give assistance. Shows appropriate respect and
courtesy. (Weight range: 5 to 15).
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c. Conmmunications. Provides or exchanges oral/witten
I deas and information in a manner that is tinely, accurate and
cogent. Listens effectively so that resultant actions show
under st andi ng of what was said. Coordinates so that al
rel evant individuals and functions are included in, and
I nformed of, decisions and actions. (Wight range: 5 to 15).

d. Resource Managenent. Meets schedul es and deadl i nes,
and acconplishes work in order of priority; generates and
accepts new i deas and nethods for increasing work efficiency;
effectively utilizes and properly controls avail abl e resources;
supports organization’s resource development and conversation
goals. (Weight Range: 15 to 50).

e. Custonmer Rel ations. Demonstrates care for customers
through respectful, courteous, reliable and conscientious
actions. Seeks out and develops solid working relationships
with customers to identify their needs, quantifies those needs,
and develops practical solutions. Keeps customer informed and
prevents surprises. Within the scope of job responsibility,
seeks out and develops new programs and/or reimbursable
customer work. (Weight Range: 10 to 50).

f. Managenent / Leader shi p. Actively furthers the mission
of the organization. As appropriate, participates in the
development and implementation of strategic and operational
plans of the organization. Develops and implements tactical
plans. Exercises leadership skills within the environment.
Mentors junior personnel in career development, technical
competence, and interpersonal skills. Exercises due
responsibility to oversee technical/ acquisition/organizational
positions assigned to them. (Weight Range: 0 to 50).

g. Supervision/ EEQ Works toward recruiting, developing,
motivation, and retaining quality team members; takes
timely/appropriate actions, applies EEO/merit principles;
communicates mission and organizational goals; by example,
creates a positive, safe, and challenging work environment;
distributes work and empowers team members.

(Weight Range: 15 to 50).

64



Per f or mance Appraisals

Key Features

* Must Be Completed Within 30 Days After the End of the
Rating Period.

» Employees Will Provide List of Accomplishments to
Supervisor Prior to Performance Review Meeting.

e Supervisor:

- Uses Employee’s Input Plus Appropriate Inputs From
Other Sources.

- Assesses Performance by Assigning Points to Each
Element Using The Benchmark Performance Standards.

* Any Element Scored Less Than 50% of Its Weight Will
Result in an Unsatisfactory Rating.

A performance appraisal is scheduled for the final weeks
of the annual performance cycle, although an individual
performance apprai sal nmay be conducted at any tinme after 60
days on approved standards. The performance apprai sal process
brings supervisors and enpl oyees together for fornmal
di scussions on performance and results in (1) witten
apprai sals, (2) performance ratings, (3) performance pay
i ncreases and/ or bonuses, (4) cash awards, and (5) other
I ndi vi dual performance-rel ated actions, as appropriate. A
performance apprai sal nay consist of two nmeetings held between
enpl oyee and supervisor: the perfornmance review neeting and
t he eval uation feedback neeti ng.

Enpl oyees wi Il provide information to the supervisor for
consideration prior to the performance review neeting.
Supervisors will consider the employee’s input and may also
consider input from any other appropriate source.

Supervisors can use the Benchmark Performance Standards
which were developed to assist them in assigning scores to
performance elements. These standards will be used in
conjunction with the employee’s performance objectives and
position description.

Any critical element that receives a score of less than

50% of the element’s weight will result in an unsatisfactory
performance rating for the employee.
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Benchmar k Per f or mance St andards

THESE BENCHVARK PERFCRVANCE STANDARDS ARE USED TO EVALUATE
AND SCORE PERFORVANCE AGAI NST THE WEI GHTED PERFORVANCE
ELEMENTS. TH S SHEET MUST BE USED I N CONJUCTI ON W TH
BENCHVARK JOB DESCRI PTI ON AND PERFORMANCE OBJECTI VES.

ELEMVENT VEI GHTS

100% Performance elenments were attained 50 45 40 35 30 25 20 15 10 5
denonstrating exceptional initiative,
versatility, originality, and creativity. 49 44 39 34 29
This individual denpnstrates the ability to 48 24
grasp, under st and, organi ze, and convey 43 38 19
conplex issues to others and carry the job 47 42 33 28
assignment to successful conpletion wth 46 37 23 14
mni mum direct supervision. Per f or mance 41 32
elements were effectively achieved utilizing 45 36 27 18 9
cooperation, responsi veness, conflict 40 31 22
avoi dance, or conflict resolution. Witten 44 35
and oral communications were appropriately 43 39 30 26
denmonstrated effectively and efficiently. 38 34 17
Performance elenents were achieved wth 42 29 25 21
denonstrat ed | eader shi p, integrity, 41 37 33
conpet ency, conmmtment, candor, and sense of 40 36 32 28 24 20 16 12 8 4
duty. 39 35 31 23
38 34 27 19
30 15
37 33 26 22 11
36 29 18
32 25
70% Performance elenents were attai ned 35 28 21 14 7
effectively and efficiently with consistently 31 24
high quality and quantity of work. Thi s 34 27 17
individual has denonstrated the ability to 33 30 23 20 10
conplete the job assignnents in an efficient, 26 13
orderly sequence that culmnated in results 32 29 22 16
that were tinely, correct, thorough and cost 31 28 25 19
effective. Per f or mance el enents wer e 30 27 24 21 18 15 12 9 6 3
attained with consistently above average
quality and reliability while effectively 29 26 23
utilizing accepted procedures and resolving 28 20 17 14
problens with skill and resourceful ness.
Performance elenents were attained wth 25 22 11
consistently productive cooperative efforts 27 24 19 16
and with clear, preci se, and convincing 26 21
witten and oral conmmunication. 23 18 13
50% Performance elenents were acconplished, 25 20 15 10 5
were nostly reliable, and delivered without
unaccept abl e del ays. Procedures wer e
minimally correct and problems were dealt
with satisfactorily. Attained performance
el ement s, usi ng wor k net hodol ogy t hat
denonstrat ed a reasonabl e degree of
cooperation wth other <clear and concise
witten and oral conmunications.
UNSATI SFACTORY ( Bel ow 509 24 22 19 17 14 12 9 7 4 2
Perfornmance el enents were not successfully
conpl et ed because of failure in quality,
quantity, conpleteness, responsiveness, or
timeliness of work. Perfornmance el enments
products were deficient, because they were
contrary to direction or guidelines; did not
nmeet mni mum speci fications; were
i nconsi stent with organi zational procedures;
were significantly flawed or substandard in
quality; denonstrated insufficient technical
know edge or skill; were inconplete; were
unacceptably late; |aced essential
cooperative invol venrent or support; or
probl ens that arose during perfornance of
performance el enents activities were not
satisfactorv resol ved.

Above are the Benchmark Perfornmance Standards that were
devel oped as a guide for supervisors to use when assigning
scores agai nst the wei ghted perfornance el enents.
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Once the supervisor determnes the rating for the
performance el enent, he/she enters it on the perfornance
appraisal form in the respective “RATING” block. When
completed with all of the elements, the total score is added
which becomes the numerical rating for the employee. The
appropriate box is checked in the “RATINGS” to determine the
rating which will be used to compute compensation, if any.

Remember, any critical performance element which is rated
less than 50 percent of its assigned weight will result in a
failure rating. When this happens, the supervisor must attach
comments on why the rating is failure.
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PERFORMANCE APPRAI SAL -

Page 1

PERI OD COVERED
FROM

TO

NAMVES
(Last, First, M)

SOCI AL

OCCUPATI ONAL

SECURI TY FAM LY/ SERI ES/ BAND

NUMBER

PRI NTED S

GNATURE DATE

SENI OR RATER

RATER

RATEE

" 2 2 - £
=S WE. 2 v 5 52 i) Q
28 £=2 = 2E g5 g =
=] =2 5 9 =) = e =
= = =.2 = S o0 £ ] =
[>) S = »n & G2 ) >
S g =5 = o= =2 | =y
=S o £ K= O & = =
o & £ = e 7
)
&}
VEEI GHT RANGE 15-50 5-15 5-15 15-50 10-50 0-50 15-50 TOTAL
WEI GHT ASSI GNED 100
RATI NG
RATI NGS
- TYPE OF RATI NG
I:l A 85 - 100 I:l B 70 - 84 O Speci al O Annual O Corrected
OO C50 - 69 OFoO- 49 PAYOUT
(Or failed at O Nunber of Share(s) Recommended
| east 1
el emant) O Total Dollar Value of Shares $
CPCC
O Corment s attached for O Base Pay | norease $
Unsat i sfactor y rating. 0O Bonus (Lump Sum) $
1. TECHNI CAL COMPETENCE:  Exhibits and maintains current technical know edge, skills, and abilities to produce tinmely and quality work with the

appropriate level of supervision. Makes pronpt, technically sound decisions and recommendations that

add value to nmission priorities and needs. For

appropriate career paths, seeks and accepts devel opmental and/or special assignments. Adaptive to technological change. (Wight Range: 15 to 50).

2. WORKI NG RELATI ONSHI PS:  Accepts personal responsibility for assigned tasks. Considerate of others’ views and open to compromise on areas of
difference, if allowed by technology, scope, budget, or direction. Exercises tact and diplomacy and maintains effective relati
in immediate work environment and teaming situations. Always willing to give assistance. Shows appropriate respect and courte

to 15).

3. COMMUNICATIONS: Provides or exchanges oral/written ideas and information in a manner that is timely, accurate and cogent. L
that resultant actions show understanding of what was said. Coordinates so that all relevant individuals and functions are inc

of, decisions and actions. (Weight Range: 5 to 15).

4. RESOURCE MANAGEMENT: Meets schedules and deadlines, and accomplishes work in order of priority, generates and accepts new id
increasing work efficiency; effectively utilizes and properly controls available resources; supports organization’s resource de

conservation goals. (Weight Range: 15 to 50).

5. CUSTOMER RELATIONS: Demonstrates care for customers through respectful, courteous, reliable and conscientious actions. Seek
working relationships with customers to identify their needs, quantifies those needs, and develops practical solutions. Keeps
prevents surprises. Within the scope of job responsibility, seeks out and develops new programs and/or reimbursable customer w

10 to 50).

6. MANAGEMENT/LEADERSHIP: Actively furthers the mission of the organization. As appropriate, participates in the development a
strategic and operational plans of the organization. Develops and implements tactical plans. Exercises leadership skills with
Mentors junior personnel in career development, technical competence, and interpersonal skills. Exercises due responsibility t
technical/acquisition/organizational positions assigned to them. (Weight Range: 0 to 50).

7. SUPERVISION/EEO: Works toward recruiting, developing motivating, and retaining quality team members; takes timely/appropriate
applies EEO/merit principles; communicates mission and organizational goals; by example, creates a positive, safe, and challeng

distributes work and empowers team members. (Weight Range: 15 to 50).

See Page 2
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Attachment 2, Appendix G

USAMRMC FORM 71-R-E
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Page 2

Senior Rater's Remarks:
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Per f or mance Appr ai sal

Process

Performance Review Meeting Between Employee and
Supervisor

— Discussion of Job Performance and Accomplishments
Relative to the Performance Elements, Objectives, And
Planned Activities in the Performance Plan.

— No Performance Scores/Ratings Assigned.

Evaluation Feedback Meeting Between Employee and
Supervisor

— Supervisor Informs Employee of Management’s Appraisal
Of The Employee’s Performance.

- Employee and Supervisor Document Performance
Objectives And Element Weights for the Next Rating
Period.

There are two maj or parts of the Perfornmance Apprai sal
Process.

First, the Performance Review Meeting is held to discuss
j ob performance and acconplishnments of the enpl oyee.
Supervisors will not assign performance scores or performance
ratings at this neeting. The supervisor notifies the enpl oyee
of the review neeting intime to allow the enployee to prepare
a list of acconplishments. Enployees will be given an
opportunity at the neeting to give a personal perfornmance
assessnent and describe their acconplishnments. The supervisor
and enpl oyee will discuss job performance and acconplishnents
inrelation to the performance el enents, objectives, and
pl anned activities established in the performance plan.

A second neeting called the Evaluation Feedback Meeti ng,
will be held between the enpl oyee and supervisor. 1In this
nmeeting the supervisor actually provides the enployee with the
appraisal of the employee’s performance on the performance
objectives, and the scores and ratings on the performance
elements.

Also during this second meeting, the supervisor and
employee discuss and document performance objectives and
element weights for the next rating period.
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Per f or mance Appr ai sal

Rat i ng Peri ods

Minimum Rating Period - 60 days

Annual Rating Periods

— All Employees Rated for 12-Month Period.

— Interns Will Also Be Given a Special Performance
Appraisal at the Six Month Point in the Rating Cycle
for The Purpose of Determining Their Eligibility for a
Pay Raise/Promotion in Accordance With Their Plan.

— Employees Moving Into Different Position 60 Days or
Less Before End of Rating Period - Rated on Old
Position.

-  New USAMRMC Hires With Less Than 60 Days Before the
End of The Rating Period - Not Rated That Year

The mninumrating period is 60 days. Enployees cannot be
rated until they perform under approved perfornmance objectives
and wei ghted performance el enents for at |east 60 days.

The normal rating period is 12 nonths. Al enpl oyees wl|
be rated for a 12-nonth period. (1 July-30 June).

Interns will also be appraised in accordance with this
plan. At the six month point in the rating cycle, in
conjunction with the in-progress review, they will be given a
special performance appraisal for the purpose of determining
their eligibility for a pay raise/promotion in accordance with
their Intern Plan.

Employees who move into a different position 60 days or
less prior to the end of the rating period will be rated at the
time of their move based on their performance in the old
position.

Newly hired employees in the USAMRMC with less than 60
days to the end of the rating period will not be rated that
year but will receive the full amount of any general increase.
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PERFORVMANCE MANAGEMENT SYSTEM

The Job Environnent The Performance Apprai sa
Perf or mance Cbj ectives Per f ormance El enents
e CGeneric Attributes of Job Performance
* Job Responsibilities Based on - Techni cal Conpet ence
M ssions/ Coal s o - Working Rel ations
* Benchmark Position Descriptions — Communi cati ons
e Joint Effort During Performance - Resource Managenent

Conf erence

. — Custoner Rel ations
* Deals with Expected Results

e Characteristics of Perfornmance

« Eval uation Assisted By Use of
Benchmar k Per formance Standards

Per f ormance | ncenti ves

Now, |et us put together the key elenents of the
performance nmanagenent system Here we see the links that wll
exi st between performance objectives, performance el enents, the
performance apprai sal and performance incentives-which will be
di scussed in the next section.

Pay pool nanagers nust certify to the Commander/Director
via nenorandum that all performance appraisals have been
conpl eted no later than 45 days following the end of the rating
period. This will assure that payouts from performance pay
pool s can be cal cul ated and submitted tinely to the Gvilian
Per sonnel Advisory Center. Additionally, pay pool managers may
request approval fromthe Commander/Director to grant a
performance pay increase to an enployee that is higher than the
conpensation formula within the payband to recogni ze the
extraordi nary achi evenent or to provide accel erated
conpensation for interns.
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Per f or mance Appraisals

Special Requirements

» Ratings for Temporary Promotions and Details.
* Long Term Training (LTT).

— LTT Developmental Assignments.

— LTT Classroom.

* Reconsideration Process.

Ratings for Tenporary Pronotions and Details: Tenporary
pronotions and details for 60 days or nore require perfornmance
obj ectives and wei ghted performance el enents and normally are
docunent ed by special appraisals. Information provided in the
speci al apprai sal should be considered in preparing the annual
appr ai sal .

(1) The exception to preparing a special rating involves
tenporary pronotions which are ongoing at the end of the
employee’s annual rating period. A temporarily promoted
employee officially occupies the position to which promoted.

Therefore, if the employee’s scheduled annual rating period
ends while on a temporary promotion which has lasted 60 days
and the employee has performed under approved performance
objectives and weighted performance elements for at least 60
days, the supervisor of the position to which the employee was
temporarily promoted prepares the annual appraisal.

(2) Conversely, an employee who is detailed continues to
occupy the position from which detailed for official purposes.
Thus, the supervisor of the detailed position prepares a
special appraisal if the employee’s annual rating period ends
during the detail. The supervisor for the position from which
the employee is detailed may either attach the special
appraisal to the annual appraisal he/she prepares or, if the
detail lasted for most of the rating period, adopt the special
appraisal as the annual appraisal.
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Long Term Training: - Long Term Training (LTT) falls into
two categories: classroomand devel opnental (on the job)
training:

(1) LTT Devel opnental Assignnents should be treated as
any other tenporary assignnent that continues for 120 days or
nore. Perfornmance objectives and wei ghted performance el enents
are established and the enpl oyee receives a special or annual
rating upon conpl etion.

(2) LTT Adassroom If the training covers nost or all of
the rating period, two options exist:

(a) Render a rating for the classroom LTT. The
supervi sor and enpl oyee establish witten performance
obj ectives and wei ghted performance el enents for the classroom
LTT, based upon study objectives either devel oped |ocally or
set forth by the educational institution, the enployee may be
rated for the school period. Such ratings should be carefully
rendered to neet current evaluation requirenents, especially
since the rating chain will have no opportunity to observe the
individual's performance and must depend on information
provided by the educational institution.

(b) Render a rating as soon as the employee returns
to the position and completes 60 days under performance
objectives and weighted performance elements. The employee
receives an annual rating based on performance during the
extended minimum rating period.

Reconsideration Process: Employees who are dissatisfied with
their performance appraisals and cannot resolve the problem
informally may request formal reconsideration. The formal
request for reconsideration should be submitted in the form of

a grievance, first to the rater, then to the senior rater, then

to the Commander/Director, and finally to the PMB if necessary.
Other existing grievance and appeal procedures may be used as
necessary.
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Per f or mance Appr ai sal

» Performance Which Fails to Meet Expectations
— Performance Improvement Plan
— Change in Assignment (optional)
— Reduction in Pay (optional)

- Removal

Performance Which Fails to Meet Expectations. The USAMRMC
deno plan has a two step process to deal with poor perforners.
This process may | ead to involuntary separations if the
enpl oyee receives a score of less than 50 percent of the points
for any wei ghted el enents.

The process will begin with the recognition that an
employee’s performance is unacceptable (any element rated less
than 50 percent of its assigned benchmark weight). The two
steps are as follows:

(1) Performance Improvement Plan (PIP) - When the
employee is determined to be performing below the 50 percent
level for any element, the supervisor and employee will develop
a structured PIP that will be monitored for a reasonable period
of time. If the employee fails to improve during this
structured plan, the activity may consider a change in
assignment or reduction in pay as opposed to removal if the
mission, organizational structure and available resources
warrant such action. The employee will be given notice of
proposed appropriate action.

(@) When a PIP ends prior to the end of the annual
performance cycle and the employee’s performance improves to
the 50 percent or above level in all assigned elements, the
employee is appraised again at the end of the annual
performance cycle.

(b)  When, in conjunction with the completion of the
PIP, the employee attains an annual rating of “C” or higher,
they will receive the annual general increase and RIF retention
years credit will be earned. In addition, employees attaining
an annual rating of “B” or higher will also be eligible for an
increase to base pay and/or bonus.
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(c) Wen a PIP ends after the end of the annual
performance cycle and the employee’s performance has improved
to the 50 percent or above level in all assigned elements,
employment continues but no retroactive annual general
increase, performance bonus, or RIF retention years credit is
granted for that performance cycle period.

(d) Employees who receive 50 percent or less of an
assigned benchmark score in any element who are on a
performance improvement plan at the time pay determinations are
made do not receive performance payouts or the general
increase. This action may result in a base salary that is
identified in a lower payband. This occurs because the minimum
rates of basic pay in a payband increase as the result of the
general increase (5 U.S.C. 5303). This situation, ( a
reduction in band level with no reduction in pay) will not be
considered an adverse action, nor will band retention
provisions apply.
Note: Performance-based adverse actions may be taken under 5
U.S.C., Chapter 75, or Chapter 43. Actions taken under Chapter
75 do not require a PIP.

(2) Separation - If employees are separated, they will
have due process recourse as a former employee.

(@) A decision to remove an employee for poor
performance may be based only on those instances of poor
performance that occurred during the opportunity period. The
notice of decision will specify the instances of poor
performance on which the action is based and will be given to
the employee at or before the time the action will be
effective.

(b) All relevant documentation concerning an action
taken for poor performance will be made available for review by
the affected employee or designated representative. At a
minimum, the record will consist of a copy of the notice of
proposed action; the employee’s written reply, if provided, or
a summary if the employee makes an oral reply. Additionally,
the record will contain the written notice of decision and the
reasons therefore, along with any supporting material including
documentation regarding the opportunity afforded the employee
to demonstrate improved performance. An employee who sustains
performance at level at least equal to a level “C” rating for
one year, will have all relevant documentation removed from the
record.
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Per f or mance Appr ai sal

* Inability to Rate

e Forced Distribution

When annual ratings cannot be prepared at the end of the
schedul ed rating periods (e.g. LMWOP, mlitary |leave), rating
periods are extended for the tine necessary to neet the 60-day
requi renent, at which tine the annual appraisal will be
prepar ed.

Forced Distribution - Activities nay not prescribe a
distribution of rating |evels. Enployees nust be rated agai nst
their performance el enents and not ranked relative to other
enpl oyees.
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Pay for Performance

 Pay Pool - Composed of money previously available for:
- WGI
- QSl
- Performance Awards
— Promotions between grades that are now banded

» Payouts > Mix of base pay increases and/or bonus
payments.

The performance pay pool is conposed of noney previously
avai l abl e for within-grade increases, quality step increases,
performance awards, and pronotions between grades that are
banded under the denonstration project. The payouts nade to
enpl oyees fromthe performance pay pool will be a m x of base
pay increases and/ or bonus paynents, subject to the anount
avai lable in the performance pay pool. Sonme portion of the
budget will be reserved for special ad hoc awards (e.g.,
suggestions awards or special act awards) and will not be
i ncluded as part of the performance pay pool.

No base pay increases will be granted to enpl oyees at the
top of their payband. In this case, payouts earned as a
function of performance will be paid as a perfornmance bonus.
Al so, for enployees receiving retained rates above the
appl i cabl e payband maximum, who receive an “B” or higher
performance rating, the entire performance payout will be in
the form of a bonus payment. Performance bonuses are cash
payments and are not part of the basic pay.
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O her Pay/ Awar ds

* Locality Pay

* General Schedule Increase (not for “F” Rating)

» Special Awards (Special Act Awards, Patent Awards,
Suggestion Awards, On-the-Spot Cash Awards)

Pay is conposed of basic pay and locality pay. All
covered enployees will receive the full anpbunt of locality pay
adj ust nents when they occur regardl ess of performance.
Additionally, all covered enpl oyees who have a rating of record
of “C” or higher will receive a full General Increase. Basic
pay is established within paybands to compensate employees for
their performance. However, pay is linked to the GS pay scales
and adjusted by the percentage specified when General Increases
are authorized by Congress or the President.
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Per f ormance Pay | ncreases

Uses a modified TAPES system employing a rating based
on an overall score that is the sum of individual
performance element scores.

RATI NG SCORE COVPENSATI ON GENERAL LOCALI TY
(PO NTS | NCREASE
RANGE)
A 85 to 100 2.0 Shares Yes Yes
B 70 to 84 1.0 Share Yes Yes
C 50 to 69 0.0 Share Yes Yes
F 0to 49 0.0 Share No Yes

Per f ormance payouts (base pay increases and/ or bonuses)
are granted by pay pool managers based on the employee’s
performance rating. The overall score is the sum of individual
performance element scores. Employees will receive a rating of
“A” “B,” “C,” or “F” depending upon the score attained. This
rating will become the rating of record, and only those
employees rated “B” or higher will receive performance payouts
(i.e., basic pay increases, and/or performance bonuses). A
rating of “A” will be assigned for scores from 85 to 100
points, “B” for scores from 70 to 84, “C” for scores from 50 to
69. An overall rating of “F” indicates failure to perform at
the 50 percent level of any one of the assigned weighted
elements. (In such a case even though the cumulative score may
exceed 49 points, the employee will nonetheless receive an
overall rating of “F”). The academic-type ratings will be used
to determine performance payouts and to award additional RIF
retention years.
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Per f or mance Pay
| ncrease Equati ons

I ndi vi dual Performance Payout = Pay Pool Value * SAL * N
SUMSALj *N);j=1 to n

Wher e:

Pay Pool Value = F*SUM SALK); k=1 to n

n Nunber of enpl oyees in pay pool

N = Nunber of shares earned by an enpl oyee based on their
performance rating (0 to 2)

SAL = An individual's basic rate of pay

SUM = Summation of entities in parenthesis over the range indicated

F = Payout Factor of combined basic rates of pay of the assigned

employees.

The supervisor’s role in determining the amount of the
performance payouts has been replaced by a formula that
computes the individual performance payout based on the (1)
value of the pay pool, (2) the employee’s pay, (3) the number
of shares awarded the employee, and (4) the overall sum of the
products of the individual basic rates of pay of each
individual in the pay pool multiplied by the number of his/her
shares earned. This formula assures that each employee within
the pool receives a share amount equal to all others in the
same pool who are at the same rate of basic pay and receiving
the same rating.
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Pay Pool Conposition

Enpl oyee (SAL) Sal ary Rat i ng (N) Number
of Shares

1 $50 “B” 1.0

2 $10 “A” 2.0

3 $20 “C” 0.0

% = 2 percent (Payout factor)

SAL = individual’s basic rate pay.

N = Number of shares earned by employee based on
performance.

Percentage (% is derived based on historical data of the
percentage of total salary dollars historically spent on W&,
Sl's, Performance Awards, and Pronotion Dollars between grades

that are now banded.
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Pay Pool Val ue

Pay Pool Value = % x Sum of the conbined basic
pay for enployees in the pay pool.

.02 x (50 + 20 + 10)
.02 x 80

$1.60 = Pay Pool Val ue

rate of

% = 2 percent (Payout factor)
Sum of conbi ned basic rates of pay = $80
Pay Pool Value = $1.60
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Nuner at or

Pay Pool Value * SAL * N

1) 1.60 x $50 x 1 = 80
2) 1.60 x $10 x 2 = 32
3) 1.60 x $20 x 0 = 0

Nuner at or of the Individual Performance Payout Equation is
as foll ows:

for Enpl oyee 1, Numerator 80

for Enployee 2, Nunerator = 32

for Enpl oyee 3, Numerator 0
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Denom nat or

SUM (SAL, * N

SAL x N
SUM 50 x 1
10 x 2

20 x O

i1 n
N U1
oloNe

~
o

Denom nator = 70
j =1ton

Denom nat or = Sum of the products within the parenthesis. The
sum of the products of the individual basic rates of pay of
each individual in the pay pool tines the nunmber of his/her
shares earned.

Denom nat or of the Individual Performance Payout equation for
all enpl oyees in the pay pool = 70.

85



I ndi vi dual Perfornmance Payout

Nuner at or = | ndi vi dual Performnce Payout
Denom nat or

Enpl oyee:
1 80 = $1. 14
70
2 32 = $ .46
70
3 0 = $0. 00
70 $1.60 = Pay Pool

I ndi vi dual Performance Payout Equation is constructed so that
total payouts fromthe pay pool will not exceed the dollar
anount of the pay pool (Pay Pool Value).
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Revi ew

Employee SAL Rating N Pay Increase
1 50 “B” 1 $1.14
2 10 “A” 2 $0.46
3 20 “C” 0 $0.00

Enpl oyee 1, Dol lar anount of share $1. 14

$0. 23

Enpl oyee 2, Dol lar anmount of share

Employee 2 received an “A” rating, which is worth 2 shares.
Total Performance payout for Employee 2 = $0.46
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I ndi vi dual Perfornmance Payout

» Base Pay Increase
and/or

* Bonus Payment (Lump Sum)

Once the individual performance payout anounts have been
determ ned, the next step is to determ ne what portion of each
payout will be in the formof a base pay increase as opposed to
a bonus paynent. An annual perfornmance base pay increase could
be all the conpensation fornmula, sone, or none of it, depending
on the current basic rate of pay of the enployee. Annual
performance base pay increases will be limted to the
di fference between the particul ar band pay cap and the
employee’s current basic rate of pay, or total dollar value of
share, whichever is less, with the balance converted to a
performance bonus. This means that employees whose basic rates
of pay have reached the upper limits of a particular payband
will receive most performance compensation as a performance
bonus. Cash bonuses will not become a part of the employee’s
basic rate of pay. Employees receiving retained rates are
subject to special rules governing basic pay adjustments. An
employee receiving a retained rate whose performance rating is
“F” at the time of a general pay increase will receive no
increase in the retained rate. All other employees receiving a
retained rate at the time of general pay increase will receive
a general pay increase equal to 50 percent of the amount of the
increase in the maximum rate of basic pay payable for the
payband of the employee’s position.
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Cal cul ate the Share Val ue

Share Value = Pay Pool Value
Sum(SAL *N )

Share Value=1.6
70

Share Value = .023

Share Value is conputed by dividing the anount of the pay
pool by the sum of each pay pool member’s basic salary
multiplied by his/her share(s).
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Per f or mance Payout

(Share Value * SAL) * N = | ndividual Performance Payout

1) (. 023 * 50)

$1.14 x 1 Share

$1. 14 Perfornmance Payout

$0.23 x 2 Shares

2)(.023 * 10) $0. 46 Performance Payout

3)(.023 * 20) = $0.46 * 0 Shares

$0. 00 Perfornmance Payout
$1.60 = Pay Pool Val ue

Changes in rating scenarios alter Individual Perfornmance
Payout s:

If Employee 1 received an “A” rating and Employee 2 received a
“B” rating, while Employee 3 maintained a “C” rating; effect on
calculations is as follows:

Share Value = Pay Pool Value = 1.60 =.0145
SUM(SAL *Nj) 110

Denominator = $50 x 2 Shares = $100
$10 x 1 Share =$ 10 0
$20 x 0 Shares=$ 0
(Share Value * SAL)* N = Individual Performance Payout
1) (0.0145 x 50) = $0.727 x 2 Shares = $1.45
2) (0.0145 x 10) = $0.15 x 1 Share = $0.15
3) (0.0145 x 20) = $0.29 x 0 Shares = $0.00

$1.60 Pay Pool Value
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I MPACT OF PROMOTI ONS
ON PERFORVANCE PAYQUTS

e Permanent Pronotions

e Tenporary Pronotions

Per manent Pronoti ons:

Enpl oyees who receive a pronotion after determ nation of
t heir performance pay increase and/or performance bonus, but
before their actual payout will receive their pronotion
I ncrease and then their performance pay increase. The initial
setting of their pronotion salary will not be recalculated to
I ncorporate their performance payout. Their performance payout
will be in addition to their pronotion increase.

If the enpl oyee is due a performance bonus, with or
W t hout a performance pay increase, the bonus will be paid out
i rrespective of the pronotion as well.

Tenporary Pronotions:

If an enployee is on a tenporary pronotion at the end of
the rating cycle and is due a performance pay increase, the
performance pay increase will be added to the base pay of the
pronotion salary. Once the enployee conmes off the tenporary
pronotion, the base pay will be set for the enployee’ s change
to | ower payband and then the sane dollar anount performance
pay increase received will be applied to the enpl oyee’ s base
salary up to the top of the enpl oyee’s payband. Any renai nder
above the top of the enployee’s payband will be paid to the
enpl oyee in the formof a |unp sum bonus.

I f the enpl oyee received a performance bonus while on a
tenporary pronotion, with or without a performance pay
I ncrease, the bonus will be paid out irrespective of the
t enporary pronotion.
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Supervi sory Bonus

* Qualification for Supervisory Bonus

e Up to 10% of the basic rate of pay
— Enpl oyees within the same payband

 Up to 5% of the basic rate of pay

- Lower paybands

Supervi sory bonuses of up to 10 percent of the basic rate
of pay may be paid at the discretion of Commanders/Directors to
supervisors wth enployees in the sane payband. |n exceptional
cases supervisors who do not have enpl oyees in the same payband
may be conpensated up to 5 percent of basic rate of pay.

Enpl oyees who qualify for the bonus include supervisors in al
occupational famlies with formal supervisory authority mneeting
that required for coverage under the OPM General Schedul e
Supervi sory Qui de (GSSG) .

The supervisory bonus is to recogni ze supervisory
responsibilities required of supervisors nost often receiving
t he sane pay as non-supervi sory subordi nates. Bonuses, which
must be negotiated annually, will not be treated as basic pay
and are not a part of the perfornmance pay pool. The bonus will
be paid at the beginning of the appraisal period, if the
i ndi vi dual | eaves a supervisory position or is renoved from
supervisory responsibilities (unless effected through RIF
action), the prorated portion of the bonus for the non-
supervi sory portion of the performance year will be recovered
as a debt due the Governnent. The supervisor, prior to
recei ving any supervisory bonus, will sign an agreenent to make
any required repaynent should the need arise. There are two
situations in which a supervisory bonus nmay be warranted:

(1) Supervisors may be granted up to 10 percent of the
basic rate of pay if they supervise enployees within the sane
payband or,

(2) Up to 5 percent of the basic rate of pay for those
supervi sing enpl oyees in | ower or other paybands.
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Pay and Conpensation Ceilings

» Compensation in a calendar year may not exceed basic
rate of pay paid in level | of the Executive Schedule.

» Each payband will have own pay ceiling.

* Except for retained rates, basic pay will be limited
to maximum rates payable for each payband.

An employee’s total monetary compensation paid in a
calendar year may not exceed the basic rate of pay paid in
level | of the Executive Schedule consistent with 5 U.S.C. 5307
and 5 CFR part 530, subpart B. In addition, each payband will
have its own pay ceiling, just as grades do in the current
system. Pay rates for the various paybands will be directly
keyed to the GS rates. Except for retained rates, basic pay
will be limited to the maximum rates payable for each payband.

Pay and compensation policies for positions in payband V
of the Engineers and Scientists (E&S) occupational family have
been developed. The proposed salary range is a minimum of 120%
of the minimum rate of basic pay for GS-15 with a maximum rate
of basic pay established at the rate of basic pay (excluding
locality pay) for SES level 4 (ES-4).
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Awar ds

e On-the-spot
 Special act

e Suggestion Awards
e Time-of f Awards

* Team Awards
 Patent Awards

e |nvention Awards

USAMRMC has an extensive awards program consisting of both
I nternal and external awards. Wile not linked to the pay-for-
performance system awards will continue to be given for
speci al acts and other categories, as they occur. Awards nmay
i nclude, but are not limted to, special acts, patents,
suggestions, on-the-spot, and tine-off, and may be nodified or
expanded as appropriate. Myjor Arny Comrand ( MACOM) and DoD
awar ds and ot her honorary awards w || be retained.

In an effort to foster and encourage team work anong
enpl oyees, a Commander/Director may allocate a sum of noney to
a team for outstanding conpletion of a special task or
significant achi evenent, and the team may deci de the individual
distribution of the total dollars anong thensel ves.

Unless covered by negotiated grievance procedures,
enpl oyees may not grieve or appeal the decision to grant an
award or the anmount of an award.
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Ceneral Schedul e
Step I ncreases

* Step increases come at regular time intervals.
For those in steps 1-3, increases are 52 weeks apatrt.
For those in steps 4-6, increases are 104 weeks apart.
For those in steps 7-9, increases are 156 weeks apart.

Step increases in the GS system cone each year for
enpl oyees in steps 1-3, every two years for enployees in steps
4-6, and every three years for enployees in steps 7-9. Using
this data and the unique tinme-in grade information for each
employee, the “prorated lump sum buyout of within-grade
increase” for each employee can be determined.

Under General Schedule (GS) pay structure, employees
progress through their assigned grade in step increments.
Since the GS structure has been replaced under the
demonstration project, employees involuntarily placed in the
PDP will be awarded that portion of the next higher step based
upon the portion of the waiting period they have completed
prior to the date of implementation. This payment will be
added to base pay upon conversion to the PDP position.
Involuntary placements include employees added to USAMRMC by
actions such as Transfer of Function, Base Realignment and
Closure (BRAC), etc. after initial implementation. Such
employees will be awarded that portion of the waiting period
they have completed at the time they convert into the
demonstration project.
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Prorated Base Pay Paynent of WA

e Paynent in base pay for portion of tine accrued toward
next step increase

Payment = time in step X Sstep increase $
tine between steps

e Wthin-grade increases are discontinued under
denonstration

I nvol untary pl acenent enpl oyees will receive a paynent in
base pay commensurate with the nunber of weeks accrued toward
t he next higher step prior to the effective date of conversion
into the project. Enployees at step 10 or those receiving
retained rates on their date of conversion will not be eligible
for the paynent since they are already at the top step of their
grade. The forrmula for calculating the paynent is - the
accrued tinme in step divided by the waiting period between
steps - nmultiplied by the dollar value of the step increase.
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Conver si on Qut

* Employee’s demonstration project payband is converted to
a GS grade.

* Employee’s demonstration project rate of pay is
converted to GS rate of pay.

If a denonstration project enployee is noving to a Ceneral
Schedul e (GS) position not under the denonstration project, or
If the project ends and each project enployee nust be converted
back to the GS system the follow ng procedures will be used to
convert the employee’s project payband to a GS-equivalent grade
and the employee’s project rate of pay to GS-equivalent rate of
pay. The converted GS grade and GS rate of pay must be
determined before movement or conversion out of the
demonstration project and any accompanying geographic movement,
promotion, or other simultaneous action. For conversions upon
termination of the project and for lateral reassignments, the
converted GS grade and rate will become the employee’s actual
GS grade and rate after leaving the demonstration project
(before any other action). For transfers, promotions, and
other actions, the converted GS grade and rate will be used in
applying any GS pay administration rules applicable in
connection with the employee’s movement out of the project
(e.g., promotion rules, highest previous rate rules, pay
retention rules), as if the GS converted grade and rate were
actually in effect immediately before the employee left the
demonstration project.
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G ade-Setting Provisions. An enployee in a payband
corresponding to a single GS grade is converted to that grade.
An enpl oyee in a payband corresponding to two or nore grades is
converted to one of those grades according to the foll ow ng
rul es:

(1) The employee’s adjusted rate of basic pay under the
demonstration project (including any locality payment) is
compared with step 4 rate in the highest applicable GS rate
range. (For this purpose, a “GS rate range” includes a rate in
(1) the GS base schedule, (2) the locality rate schedule for
the locality pay area in which the position is located, or (3)
the appropriate special rate schedule for the employee’s
occupational series, as applicable.) If the series is a two-
grade interval series, only odd-numbered grades are considered
below a GS-11.

(2) If the employee’s adjusted project rate equals or
exceeds the applicable step 4 rate of the highest GS grade in
the band, the employee is converted to that grade.

(3) If the employee’s adjusted project rate is lower than
the applicable step 4 rate of the highest grade, the adjusted
rate is compared with the step 4 rate of the second highest
grade in the employee’s payband. If the employee’s adjusted
rate equals or exceeds step 4 rate of the second highest grade,
the employee is converted to that grade.

(4) This process is repeated for each successively lower
grade in the band until a grade is found in which the
employee’s adjusted rate equals or exceeds the applicable step
4 rate of the grade. The employee is then converted at that
grade. If the employee’s adjusted rate is below the step 4
rate of the lowest grade in the band, the employee is converted
to the lowest grade.

(5) Exception: If the employee’s adjusted project rate
exceeds the maximum rate of the grade assigned under the above-
described “step 4” rule but fits in the rate range for the next
higher applicable grade (i.e., between step 1 and step 4), then
the employee shall be converted to that next higher applicable
grade.

(6) Exception: An employee will not be converted to a
lower grade than the grade held by the employee immediately
preceding a conversion, lateral reassignment, or lateral
transfer into the project, unless since that time the employee
has undergone a reduction in band.
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Pay- Setting Provisions. An employee’s pay within the
converted GS grade is set by converting the employee’s
demonstration project rate of pay to GS rate of pay in
accordance with the following rules:

(1) The pay conversion is done before any geographic
movement or other pay-related action that coincides with the
employee’s movement or conversion out of the demonstration
project.

(2) An employee’s adjusted rate of basic pay under the
project (including any locality payment) is converted to a GS
adjusted rate on the highest applicable rate range for the
converted GS grade. (For this purpose, a “GS rate range”
includes a rate range in (1) the GS base schedule, (2) an
applicable locality rate schedule, or (3) an applicable special
rate schedule.)

(3) If the highest applicable GS rate range is a locality
pay rate range, the employee’s adjusted project rate is
converted to a GS locality rate of pay. If this rate falls
between two steps in the locality-adjusted schedule, the rate
must be set at the higher step. The converted GS unadjusted
rate of basic pay would be the GS base rate corresponding to
the converted GS locality rate (i.e., same step position). (If
this employee is also covered by a special rate schedule as a
GS employee, the converted special rate will be determined
based on the GS step position. This underlying special rate
will be basic pay for certain purposes for which the employee’s
higher locality rate is not basic pay.)

(4) If the highest applicable GS rate range is a special
rate range, the employee’s adjusted project rate is converted
to a special rate. If this rate falls between two steps in the
special rate schedule, the rate must be set at the higher step.
The converted GS unadjusted rate of basic pay will be the GS
rate corresponding to the converted special rate (i.e., same
step position).
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Conversion Qut: Salary Equals or Exceeds
Step 4 of Highest G ade

» Demonstration project adjusted base pay equals $53,000

* DB Il payband includes GS-5 through GS-12

$53,000
$21,421 yn vax $61,190

e Conversion Process:

1) Compare $53,000 to step 4 pay of highest grade in
payband; GS-12, step 4 pay = $51,774

2) $53,000 > $51,774

3) Assign GS-12

4) $53,000 is between GS-12, step 4 pay ($51,774) and
step 5 pay ($53,343)

5) Assign the greater of the two, step 5.

In the exanpl e, the DB Il employee’s adjusted base pay
rate under the demonstration ($53,000) is compared to step 4,
GS-12 which is the highest grade in the payband. GS-12, step 4
pay equals $51,774. Since the employee’s salary is between the
step 4 and 5 the higher step is awarded. Therefore, this
employee converts out of the demonstration project as a GS-12,
step 5.
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Conversion Qut: Exception to Step 4 Rule

» Demonstration project adjusted base pay equals $51,200

* DB Il payband includes GS-5 through GS-12

$51,200
$21,421 M n Max $61,190

» Conversion Process:

1) Compare $51,200 to Step 4 pay of
highest grade in payband beginning
with GS-12 and descending each
lower grade until Step 4 rate is
equivalent or exceeded.

2) $51,200 > $43,197 (GS-11, Step 4)

3) Normally assign GS-11, but GS-11
Step 10 pay ($51,049) is less than
$51,200, which fits the Step 4
exception rule.

4) Since $51,200 > $47,066 (GS-12
step 1 pay), assign GS-12.

5) $51,200 is between step 3 and 4,
assign greater of the two, step 4.

Exception to Step 4 rule: If an employee’s adjusted
demonstration project rate exceeds the maximum rate of the
grade assigned under the previously described “Step 4” rule but
fits in the rate range for the next higher applicable grade
(i.e., between step 1 and step4), then the employee shall be
converted to that next higher applicable grade.

Example:

In this example, the DB |l employee’s salary of $51,200 is
compared to step 4 pay of the highest grade in the payband.
GS-12, step 4 pay equals $51,774. Since $51,200 is less than
$51,774, the employee is assigned a GS-11. But, GS-11, step 10
pay equals $51,049 and $51,200 is greater than this amount.
Therefore, the employee is assigned a GS-12. Next, since
$51,200 is between GS-12, step 3 pay of $51,205 and step 4 pay
of $51,774, assign GS-12, step 4.
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Addi ti onal Conversi on Qut Provisions

E&S Payband V Employees
Employees with Band or Pay Retention
Within grade increase/equivalent increase

E&S Payband V Enpl oyees. An enpl oyee in Payband V of the

E&S occupational famly will convert out of the denpnstration
project at the GS-15 level. The USAMRMC, in consultation with
the CPAC, will devel op a procedure to ensure that enployees

entering Payband V understand that if they |eave the
denonstration project and their adjusted pay exceeds GS-15,
step 10 rate, there is no entitlenent to retained pay; their

GS-equivalent rate will be deened to be the rate for GS-15,
step 10. For those Payband V enpl oyees pai d bel ow t he adj usted
GS-15, step 10 rate, the converted rates will be set in

accordance wth pay-setting provisions described on the
previ ous pages.

Enpl oyees with Band or Pay Retention.

(1) |If an enployee is retaining a band | evel under the
denonstration project, apply the procedures described
previously, using the grades encompassed in the employee’s
retained band to determine the employee’s GS-equivalent
retained grade and pay rate. The time in a retained band under
the demonstration project counts toward the 2-year limit on
grade retention in 5 U.S.C. 5362.

(2) If an employee is receiving a retained rate under the
demonstration project, the employee’s GS-equivalent grade is
the highest grade encompassed in his or her band level. CPAC
will coordinate with OPM to prescribe a procedure for
determining the GS-equivalent pay rate for an employee
retaining a rate under the demonstration project.

Within-Grade Increase - Equivalent Increase
Determinations. Service under the demonstration project is
creditable for within-grade increase purposes upon conversion
back to the GS pay system. Performance pay increases
(including a zero increase) under the demonstration project are
equivalent increases for the purpose of determining the
commencement of a within-grade increase waiting period under 5
CFR 531.405(b).
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Enpl oyee Devel opnent

 Professional Devel opnent

- An Integral Part of the Perfornance Managemnent
Process | ncl udes:

Per f ormance- Rel at ed Di scussions to Assi st Enpl oyees
in Reinforcing Strengths and Correcti ng Weaknesses

Sabbati cal s

G assroom Trai ni ng

On-t he-Job Trai ning

Ment ori ng

Speci al Devel opnment al Assi gnnment s

Participation in Professional and Cvic
Or gani zat i ons

Witing Professional Articles for Publication

— Rating supervisors should encourage enpl oyees to seek
Pr of essi onal Devel opnental Opportunities and Reward
t hem Appropri ately.

Pr of essi onal Devel opnent. Pl anning for professional
devel opnent is an integral part of the perfornance nanagenent
process. Along w th neani ngful performance-rel ated di scussi ons
t hat assist enployees in reinforcing strengths and correcting
weaknesses, professional devel opnental opportunities may
i ncl ude sabbaticals, classroomtraining, on-the-job training,
ment ori ng, special devel opnental assignnments, participation in
prof essi onal and civic organi zations, and witing professional
articles for publication. Rating supervisors should encourage
enpl oyees to seek professional devel opnent opportunities and
reward them appropriately (e.g.; through awards, chall enging
wor k assi gnnments, and pronotions) when they succeed in
enhancing their value to the organization.
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Enpl oyee Devel opnent

EXPANDED DEVELOPMENTAL OPPORTUNITY PROGRAM
— Covers all USAMRMC Demo Project Employees.

— Complements Existing Developmental Opportunities Such
As Long Term Training, Etc.

— Various Learning or Uncompensated Work Experiences May
Be Used.

— Eligible For Sabbatical After Seven Years of Federal
Service.

— Announced Annually and Will Be Competitive.

— Training for Interns Will Be Determined By Their
Training Plans.

Expanded Devel opnental Opportunity Program

The USAMRMC Expanded Devel opnental Opportunities Program
will cover all denonstration project enployees. An expanded
devel opnment al opportunity conpl enents existing devel opnent a
opportunities such as (1) long-termtraining, (2) one-year work
experience in an industrial setting via the Relations Wth
I ndustry Program (3) one-year work experiences in |aboratories
of allied nations via the Science and Engi neer Exchange
Program (4) rotational job assignnents within the USAMRMC, (5)
devel opnment al assignments in higher headquarters within the
Arnmy and DoD, (6) self-directed study via correspondence
courses and | ocal colleges and universities, (7) details within
USAMRMC and to ot her Federal Agencies, and (8)

I nt ergover nnent al Personnel Act Agreenents.

Each devel opnental opportunity period should benefit the
USAMRMC, as well as increase the employee’s individual
effectiveness. Various learning or uncompensated developmental
work experiences may be considered, such as advanced academic
teaching or research, sabbaticals, or on-the-job work
experience with public or non-profit organizations.

104



An expanded devel opnental opportunity period will not
result in loss of (or reduction in) basic pay, |eave to which
the enployee is otherwise entitled, or credit for tine or
service. Input for performance rating purposes wll be
obtained fromthe gaining organi zation to ensure a rating of
record is on file, and if warranted, a performance award and/ or
bonus and retention years credit for R F purposes is
docunent ed.

Enpl oyees accepti ng an Expanded Devel opnmental Qpportunity
do not have to sign a continuing service agreenent as cited in
5 US C 4108 (a)(1); however, in the event that the enployee
fails to carry out the intent/conditions of the devel opnental
opportunity (except for good and sufficient reason as
determ ned by the activity Commander/Director), the enpl oyee
shall be liable to the United States for paynent of al
expenses. The anmpunt shall be treated as a debt due the United
St at es.

The opportunity to participate in the Expanded
Devel opnental Opportunities Programw || be announced as

opportunities arise. Instructions for application and the
selection criteria wll be included in the announcenent. Fi nal
sel ection/approval for participation in the programw || be

made by activity Commanders/Directors. The position of

enpl oyees on an expanded devel opnental opportunity may be
backfilled by tenporary pronotion, or tenporary/contingent
enpl oyees. However, that position or its equival ent nust be
made avail able to the enployee returning fromthe expanded
devel opnent al opportunity.
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Long Term Trai ni ng/ Sabbatical s

Dur ati on

Eligibility

Frequency

Payback

Subst ance

Approva
Aut hority

Sabbat i cal

3-12 nont hs

Al'l enpl oyees eligible
after conpleting 7 years
federal service

Eligible for one every 10
years

Three tinmes length to
activity

Must result in product,
service, report, or study
that benefits activity

Fundi ng source
Commanders/ Directors

Long-Term
Trai ni ng

120 days or
| onger

General ly nmust be
in a DA Career
Program GS-11 or
greater

No restrictions

Three tines
length to
activity

I ndi vi dua

pr of essi ona

devel oprment whi ch
benefits activity

Fundi ng source
MEDCOM DA

Long- Term Tr ai ni ng/ Sabbati cal s

Long- Term Trai ni ng and Sabbati cal s under the Personnel

Denonstration Project are established.
procedures are defined bel ow.

General Principles:

(1) Long-Term Training:

(a)

excess of 120 consecutive cal endar days.

i ncl udes f or nal

the process for

program course,
wi Il inprove individua

(b)

traini ng prograns,
prograns, and planned devel opnent al
provi ding a planned, prepared, and coordi nated

curriculum or i nstructi on whi ch

Sel ection for

on conpetitive procedures.
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and organi zati onal

Nom nati on and approval

Is defined as full-tinme training assignnments in

Long Term Trai ni ng

full-tinme academ c study
assi gnnment s.

per f or mance.

| ong-termtraining nust be based

Training is



(c) Enployee nust sign an obligated service
agreenent prior to beginning of training period to serve three
times the length of the training period in activity assigned to
prior to training period. |If he/she voluntarily |eaves before
the service obligation is conpleted, the enployee is liable for
repaynent. The activity Comrander/Director has authority to
wai ve this agreenent.

(2) Sabbati cal:

(a) |Is defined as an opportunity for career
enpl oyees to engage in study or unconpensated work experience
that will contribute to their devel opnment and experience. Each
sabbatical nust result in a product, service, report, or study
that will benefit the USAMRMC m ssion as well as increase the
i ndi vi dual effectiveness of the enployee. Sabbaticals nay
i nclude, but are not limted to: (1) advanced academ c
teachi ng, study, or research, (2) self-directed or guided
study, and (3) on-the-job work experience with a public,
private, conmercial, or private nonprofit organi zation.

(b) Is 3-12 nonths in duration.

(c) One sabbatical nay be granted to an enpl oyee in
any 10-year period. Al enployees are eligible for sabbaticals
after conpleting 7 years federal service.

(d) Selection for sabbaticals nust be based on
conpetitive procedures.

(e) Enployees on sabbaticals will be paid their
governnment salary and receive all benefits to which otherw se
entitled.

(f) Enployee nust sign an obligated service
agreenent prior to beginning of the training or sabbatical to
serve three tines the length of the training period in activity
assigned to prior to training period. The activity
Commander/ Director has authority to waive this agreenent.
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Attachnent 1. Application Procedures for Long Term
Trai ni ng and Sabbati cal s

Long Term Trai ni ng:
Step 1: Requester prepares a DD Form 1556.

Step 2: Request submtted through supervisory channels,
i ncluding the Activity Career Program Manager (if applicable),
to Director or equivalent.

Step 3: Al applications for long-termtraining for enployees
in DA Career Programs nust be subnmitted to DA for funding.
Requesting organi zati ons nust submit a Personnel Action Request
(SF-52) docunenting the Long-Term Trai ni ng Assi gnnent .

Step 4: Approved applications are submtted to MEDCOM and DA
for funding.

Sabbati cal s:

Step 1: Requester prepares a DD Form 1556.

Step 2: Request submtted through supervisory channels,

i ncluding the Activity Career Program Manager (if applicable),
to Director or equivalent.

Step 3: Since sabbaticals are not funded by DA, Directors or
equi val ent have final approval authority and fundi ng

responsi bility. Requesting organizations nust submt a
Per sonnel Action Request (SF-52) docunenting the Sabbati cal .
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Attachment 2: Appraisals for Enployees on Long-Term
Trai ni ng and Sabbati cal s

1. Expanded devel opnent opportunities typically fit into two
general categories: C assroomand devel opnental (on-the-job)
trai ni ng.

a. Cassroom Training: Assignnments that involve
cl assroomwork are covered by two options. The first is to
render a rating as soon as the enployee returns to the position
of record and conpl etes 60 days under a performance plan. In
this option, the employee’s performance appraisal is based on
job performance only. Classroom performance is not included in
the performance appraisal. The second option is to develop a
performance plan and render a rating based on the classroom
performance only.

b. Developmental Training: Developmental assignments
should be treated as any other temporary assignment that
continues for 60 days or more. A performance plan is
established and the incumbent receives a special or annual
rating upon completion.

2. Employees participating in expanded developmental
opportunities are eligible to be considered for pay for
performance increases as appropriate.

3. Employees on Long-Term Training and Sabbaticals lasting 120
days or more require performance objectives and performance is
normally documented by special appraisals. Information

provided in the special appraisal should be considered in
preparing the annual evaluation.
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Short-Term Trai ni ng

* Less than 120 consecutive cal endar days.
e Authority to approve.

 Appropriate training.

Aut hority to Approve Short-Term Training (less than 120
consecuti ve cal endar days):

Authority to approve all short-termtraining is del egated
to Commanders/Directors.

Supervi sors may exercise this authority only after they

have attended appropriate training conducted by the Gvilian
Per sonnel Advi sory Center
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I ncone Tax Liability for Training

« Non-Taxable

« Taxable

» Potentially Taxable

Potential Federal Incone Tax Liability for Training

Non- Taxabl e:  The Internal Revenue Service rule for
excl usion of enployer paid educational expenses frominconme of
enpl oyees is that the education nust maintain or inprove their
skills as enployees. The follow ng are exanples of training
that woul d not be subject to federal tax:

(1) Enpl oyer-provided undergraduate or graduate training
that will inprove individual and organi zati onal perfornmance and
assist in achieving the agency’s mission and performance goals
is non-taxable. For example, graduate level mechanical
engineering training for a Mechanical Engineer is non-taxable
since that training should improve that employee’s mechanical
engineering skills.

(2) Training needed or potentially needed to perform
duties at the same level of responsibility that are assigned or
anticipated to be assigned to an employee by his/her chain of
command. For example, a mechanical engineer assigned
electronics engineering tasks by his/her supervisor could
attend electronics training needed to perform these new duties.

(3) Training given to employees competitively selected
for programs such as upward mobility/intern/functional trainee
that causes a change in his/her current job series, provided
that such training begins af t er the employee has been
reassigned into the new job series. For example, and
Engineering Technician competitively selected for and
reassigned into an Engineering position can receive engineering
training af t er he/she is reassigned into the engineering
position.
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(4) Education expenses for students hired under prograns
such as the Student Career Experience Programthat are rel ated
to the duties of the position to which the student is assigned.
For exanpl e, science, engineering, and computer science courses
for a Student Trainee (Engi neering).

Taxabl e:  Enpl oyees nust be nade fully aware of their
potential inconme tax liability of their Tenporary Duty (TDY)
assignnment, including training assignnent is at one |ocation
for nore than a year. A TDY assignnent at one | ocation for
nore than a year is considered by the Internal Revenue Service
to be permanent in nature and any rei nbursenent received by the
enpl oyee is taxable incone. The Internal Revenue Service (IRS)
Code, 26 USC 162(a), does not permt deduction for travel
expenses (including anounts expended for neals and | odgi ng)
during a TDY assignnent at one location if the assignnment
exceeds one year.

Potentially Taxable: Any enpl oyer-provi ded educati onal
assi stance that hel ps an enpl oyee neet m ni num qualification
requi renents for a new occupation or prepares the enployee for
a different occupation that is provided to the enpl oyee prior
to reassignnment into such a position is potentially taxable.
It is very difficult to assess the degree to which training
will enhance the employee’s ability to perform the duties of
his/her current occupation/series as opposed to a different
occupation/series. For example, an electronics technician’s
performance may be enhanced by completion of courses in
calculus, differential equations, or other academic courses
required for classification as an engineer. This type of
training would be considered primarily as improving the
electronics technician’s skills in his/her current positions,
even though these courses might also contribute to qualifying
the electronic technician for an engineering position.

However, training expenses for a personnel specialist to become
an electronics engineer are potentially taxable.
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Reduction in Force

- Conpetitive areas and Conpetitive |evels
- Retention criteria

- Bunp and Retreat rights

- Link between performance and retention

Modi fications include imting conpetitive area to
enpl oyees in the deno project and increasing the enphasis on
performance in the RIF process. Retention criteria are in the
following order: tenure, veterans preference, credit for
performance ratings, and |length of service. Current reduction
in force regul ati ons/ procedures have been adjusted in the
context of the occupational famly and payband classification
system

When denonstrati on project enployees are facing separation
or downgrade or furlough (for nore than 30 cal endar days or
nore than 22 di scontinuous work days) due to |ack of work,
reorgani zation, insufficient personnel ceiling, or the exercise
of re-enploynent/restoration rights, R F procedures will be
used.

The procedures outlined in 5 CFR Part 351 will be followed
Wi th specific nodifications pertaining to conpetitive areas,
assignnment rights, credit for perfornmance ratings and service
conput ati on date.
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Ret enti on Regi ster

e Order of standing

- Tenure Group

- Subgroup

- Performance Credit
- Length of Service

Competing enpl oyees are listed on a retention register in
the foll ow ng order:

a. By Tenure Goup (group | is career enployees, group |
is career-conditional enployees, group IIl is contingent
enpl oyees).

b. Wthin each Tenure G oup, by one of three subgroups
(subgroup AD is 30 percent or higher conpensabl e veterans,
subgroup A is other veterans, subgroup B is non-veterans).

c. Credit for Performance. After group and subgroup and
before |l ength of service, a credit for performance factor wll
be used to determ ne retention superiority.

d. Length of Service. An employee’s length of service is

determined by his/her Service Computation Date (SCD) which is
not augmented by performance ratings.
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Ret enti on Regi ster

» Separate Conpetitive Areas

- Headquarters and each USAMRMC subordi nate activity
Geographic sites/detachnents

- CQccupational famly

DA Intern

The Headquarters and each subordi nate activity of the
USAMRMC wi || be in a separate conpetitive area for RIF
pur poses. Further, within each subordinate activity,
detachnents | ocated at different geographic sites will be in a
separate conpetitive area for R F purposes. Each of the four
occupational famlies wll be a separate conpetitive area
within each activity. DA Interns will continue to be part of
the ACTEDS conpetitive area.
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Conpetitive Levels

e Conpetitive Levels

- Payband, series, and simlar duties/qualification
requi renent s/ wor ki ng condi tions

— Conpetitive vs. excepted service
- Work schedul e

- Formal trainees

Conmpetitive levels will be established based on the
payband, classification series, and where responsibilities are
simlar enough in duties, qualification requirenents, pay
schedul es, and working conditions so that an enpl oyee may be
reassigned to any of the other positions within the |evel
wi t hout requiring significant training or causing undue
interruption to the work program Separate conpetitive |levels
will be established for positions in the conpetitive and
excepted service; for positions filled on a full-tinme, part-
tinme, intermttent, seasonal, or on-call basis; and separate
|l evel s will be established for positions filled by an enpl oyee
in a formally designated trai nee or devel opnmental program
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Retention Criteri a

e Tenure Goup |

— Subgroup AD

- Career

Enpl oyees

- 30% or hi gher conpensabl e veterans

— Subgroup A - other veterans
— Subgroup B - non-veterans
* Tenure Goup Il - Career-Conditional Enployees
e Tenure Goup Il - Contingent Enployees
Tenure Goup | is career enployees, group Il is career-

condi ti onal

enpl oyees,

group 111

I's contingent enpl oyees.

Wthin each Tenure G oup are three subgroups.

Subgr oup AD

is 30 percent or
ot her veter ans,

hi gher conpensabl e vet er ans,
subgroup B i s non-veterans.
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Li nk Bet ween Performance
and Retention

* Rating “A” adds 10 years
* Rating “B” adds 7 years
» Rating “C” adds 3 years
» Rating “F” adds no credit

Credit for Performance - after group and subgroup and
before | ength of service, a credit for performance factor wll
be used to determ ne retention superiority.

This credit is applied for each of the |ast three annual
performance ratings of record, received over the |ast four
years, for a potential credit of 30 years. Annual credits are
applied as foll ows:

(1) Rating “A” adds 10 years

(2) Rating “B” adds 7 years

(3) Rating “C” adds 3 years

(4) Rating “F” adds no credit for retention

If the employee has less than three annual performance
ratings of record, performance credit will be given on the
basis of either an average of ratings actually on record, or if
no actual ratings, modal ratings (most common) given within the
employee’s competitive area. When an employee is missing a
rating of record, the credit assigned for the actual ratings
received will be averaged, and the results thus derived will be
used as the credit for the missing rating. For an employee who
has no ratings of record, all credit will be based on the
repeated use of a single modal rating from the most recently
completed appraisal period on record. Ratings given under
systems other than the USAMRMC personnel demo system will be
converted to the personnel demo system rating scheme and
employees will be provided the equivalent rating credit.
Ratings will be converted using the summary level table in 5
CFR 430.208(d)(1).
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An enpl oyee who has received a witten decision to denote
hinfher to a | ower payband because of unacceptabl e perfornmance,
conpetes in RIF fromthe position to which he/she will be/has
been denoted. Enpl oyees who have been denoted for unacceptabl e
performance, and as of the date of the issuance of the RIF
notice have not received a performance rating in the position
to which denoted, will receive either an average of ratings
actually on record, or if no actual ratings, nodal ratings
(most common) given within the employee’s competitive area.
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Modal Rati ngs

Use if no ratings on record.

Current year's modal rating for the employee’s
competitive area.

Basis of rating credit for past 3 performance
ratings.

Added together, not averaged.
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Example “B” Modal Rating

“B” = 7 years credit for RIF
1998 = 7 years
1997 = 7 years
1996 = 7 years
21 years Total Credit for RIF
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Aver age Rating

Use if only 1 or 2 ratings on record.

Basis of rating credit is the average of actual

ratings on record.
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Average Rating - Exanple

1998 = 10 years
1997 = 7
1996 = 7 years

10 + 7 =17 )2 = 8.5
Rating for 1997 = 8.5
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Tot al

1998 = 10
1997 = 8.5
1996 = 7

25.5 years Total Credit for RIF

124




Length of Service

» Service Computation Date (SCD).

* SCD not augmented by performance ratings.

An employee’s length of service is determined by his/her
Service Computation Date (SCD) which is not augmented by
performance ratings. Service Computation Date (length of
service) will only be used in RIF procedures when performance
retention procedures result in two or more employees with the
same standing. When this occurs, all creditable service (both
civilian and military) will be used to determine which
employee(s) will be separated.
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Bunp Ri ghts

» Definition
e Subgroup A & B Employees
e Subgroup AD Employees

» Employees with current “F” rating

Bumping is an employee’s right of assignment to a position
occupied by another employee in a lower tenure group, or in a
lower tenure subgroup, in another competitive level within the
same competitive area. Restriction for bumping is one band
below the employee’s existing band. For 30 percent or more
veteran’s preference eligibles the limit is two paybands below
the existing payband.

An employee with a current annual performance rating of
“F” has assignment rights only to a position held by another
employee who has an “F” rating. An employee who has received a
written decision of removal because of unacceptable performance
will be placed at the bottom of the retention register for
his/her competitive level.
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Retreat Rights

* Definition
e Subgroup A & B Employees
e Subgroup AD Employees

» Employees with current “F” rating

Retreating is an employee’s right of assignment to a
position formerly held, or essentially identical to one
previously held, when the position is occupied by a lower-
standing employee in the same tenure subgroup and is in another
competitive level in the same competitive area. Eligible
employees can retreat to a position held by an employee with a
later service date in the same subgroup. Restriction for
retreating is to one band below the employee’s existing band; a
preference eligible veteran with a compensable service-
connected disability of 30 percent or more may retreat to
positions two bands or the equivalent of five grades below
their current payband.
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Eval uati on Pl an

PRQIECT DURATI ON

No mandatory expiration date

e Current test period is 5 years

At the 5 year point, reexanm ne for:
— Permanent inplenentation

— Continuing test period

- Expiration

t he Federal Register

* Myjor changes can be made through announcenents in

* Mnor changes (i.e., series added geographic
| ocations) can be nade by notification process

There is no mandatory expiration date for the

Denonstration. Qur plan is to evaluate the project after 5

years and nake a decision to do one of three things:

(1)

I npl enment the program permanently, (2) nodify/change the

program and retest for another 3-5 years, (3) let the
expire and return to the old system W wll also be
nonitoring the project continuously and if eval uation
exi sting data warrants, changes and nodifications wl|
t hrough announcenents in the Federal Register.
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Formal Eval uati on Pl an

* ldentifies Critical Elements for Eval uation
— Conpensati on
— Perfornmance Managenent
— Cassification
- Reduction-In-Force

— Cont ext

129




Formal Eval uati on Pl an

« Data Collected

VWor kf orce Dat a

- Personnel Ofice Data

- Enpl oyee Attitudes/ Feedback Surveys

- Intervi ews/ Focus G oups

— Local Activity Hi stories

- Core Measurenents of Activity Performance

e Plan Published in Federal Register
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